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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
SOIL  CONSERVATION  SERVICE 
WASHINGTON  2^,  D,  Co 


February  25,  195U 


STATE  CONSERVATIONISTS 

TERRITORIAL  CONSERVATIONISTS 

OFFICIALS  IN  CHARGE,  INTERIM  REGIONAL  OFFICES 

FIELD  CARTOGRAPHIC  (FFICES 


Attached  are  revisions  of  the  Procurement  and  General  Services  and  the 
Records  Management  and  Communications  portions  of  the  Administrative 
Services  Division  Handbook® 

These  are  being  forwarded  for  your  advance  information  and  review  and 
in  order  that  they  may  be  discussed  at  tte  forthcoming  Administrative 
Officers*  meeting  scheduled  for  March  l5,  195U« 

The  portion  of  the  Records  Management  Handbook  covers  the  responsibilities 
in  Records  activities  at  the  National  and  State  level*  The  other  two 
portions  covering  disposal  schedules  and  communications  will  be  forwarded 
at  a later  date© 

The  Procurement  and  General  Services  portion  of  the  Handbook  covers  the 
delegation  of  certain  procurement  authority  and  pertinent  purchase  pro= 
cedures* 

The  authorities  and  functions  delegated  to  the  ’’State  Administrative 
Officer”  in  both  portions  should  be  understood  to  include  comparable 
officials  at  the  Territorial  Offices  and  the  Cartographic  Field  Offices 
having  Administrative  staffs® 

Until  such  time  as  the  State  Administrative  Officers  have  assumed  their 
new  official  duties,  the  procurement  and  related  authorities  delegated 
to  such  offices  may  be  exercised  by  the  State  Conservationists  or  the 
State  Administrative  Assistants® 
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100  ProGureirisri t and  General  Services 

Di  the  pro cureraent  of  materials srpplias^  equipment  and  general 
services  required  in  the  acconplisinient  of  the  Soil  Conservation 
Service  prograia^  it  is  irandatory  tha.t  the  provisions  of  the 
applicable  laws  and  ti'is  regulations  and  policies  of  the  Department 
and  the  Service  be  adhered  to» 

The  following  paragraphs  cover  procedure^  regulations^  etCo^  to  be 
followed  as  tiriey  apply  to  procureuient  of  the  various  items  required 
by  the  Service  from  the  various  sources  of  suppl;p, 

101  Timing  of  Procurement 

Frequently  departments  and  agencies  of  the  government^  including 
this  Service^  find  themselves  in  the  last  few  weeks  of  the  fiscal 
pear  vuLth  balances  in.  appropriations  on  account  of  salary  lapses 
and  for  various  other  reasons.  These  balances  have  in  some  in- 
stances been  expended  Tor  supplies^  imatcrials^  equipment^  altera- 
tions,, repairs_,  and  otner  purposes  Virithout  S'officient  regard  to 
the  necessity  i'or  SLich  expenditures.  The  uisre  fact  that  there  is 
a balance  left  in  an  appropriation  is  no  justification  for  tlds 
character  of  expendit’ore  and  the  same  tests  o.f  need  should  be 
applied  to  pur'cmses  in  the  last  few  weeks  of  the  year  as  are 
applied  during  the  first  few  •/reeks  of  the  year. 

Congress  condemns  the  practice  of  '’June  buying"  if  it  is  only  for 
the  purpose  of  expending  balances  of  appropriations  vrhich  would 
other\7ise  be  returned  to  the  Treasury.  Although  the  husbanding  of 
funds  as  a reserve  against  possible  emergencies  in  preparation  for 
seasonal  programs  and  otter  factors  entirely  consistent  with  the 
practices  of  good  management  may  tend  to  concentrate  purchases 
during  the  latter  part  of  the  fiscal  year^  stabilized  operations 
over  a period  of  years  should  create  a pattern wiiich  Td.ll  enable  a 
logical  forecast  of  major  procurements.  A balanced  schedule  of 
procurement  throughout  the  entire  fiscal  year  is  desirable  for 
many  reasons.  See  5 AR  3S6. 

The  following  rules  have  been  prescribed  by  the  Department  and^ 
unless  modified^  will  govern  purcteses  to  be  nBde  from  funds  appro- 
priated for  each  fiscal  year§ 

Pro Gurement  Contracts.  Bids  for  construction  contracts  involving 
more  tlia'n  '|l 0^000  Td.ll  not  be  opened  after  May  15.  Bids  for  other 
definite-quantity  Department  contracts  will  not  be  opened  after 
June  15  o 

Purcha se  Orders,  purchase  orders^  other  than  under  contracts 
referred  to  in  the  previous  paragraph^  for  nonexpendable  property 
will  not  be  placed  after  June  15® 
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Emero;ency  Needso  In  an  actual  emergency^  exemption  from  the  terms 
of  the  above  restrictions  may  be  permitted: 

¥nere  solicitation  of  bids  is  involved^  there  shall  be  submitted 
to  the  authorized  contracting  officer,  prior  to  such  solicitation, 
a statement  of  the  circumstances  requiring  deviation  from  the 
restrictions* 

IVhere  the  procurement  does  not  involve  solicitation  of  bids,  the 
purchase  order  or  requisition  may  be  placed  mth  the  proper  source 
of  supply,  but  there  shall  be  submitted  immediately  to  the  apprO“ 
priate  contracting  officer  a statemait  of  the  circumstances  which 
required  the  restrictions  to  be  ivaivedo 

Detenmining  similar  advance  closing  deadlines  for  purchases  to  be 
made  from  appropriations  teminating  on  dates  other  than  June  30, 

Effect  on  other  Purcha  sing  Restrictions o The  above  policy  should 
not  be  construed  as  eliminating  the  necessity  for  obtaining  the 
approval  prior  to  purctiase  of  any  items  otherwise  restricted. 

The  Administrative  Services  Division  and  all  employees  concerned 
vdth  procurement  are  expected  through  their  actions  and  through 
utmost  cooperation  with  all  other  divisions  of  the  Service  to 
assist  in  achieving  a balanced  well-organized  procurement  schedule. 

Re  sp  on  s ibl  1 ity 

It  shall  be  a responsibility  of  the  State  Administrative  Officer, 
or  his  alternate,  prior  to  making  purchases,  to  detemine  affirm- 
atively that  the  item  wdll  be  used  for  the  purpose  for  ”7hich 
appropriation  has  been  iTiade* 

It  is  also  his  responsibility  to  determine  ivhether  any  statutory 
requirements  or  Departmental  policies  prohibit  contemplated 
purchases. 

With  the  elimination  of  the  regional  supply  centers,  it  'will  become 
the  responsibility  of  the  various  state  offices  to  procure  or 
authorize  the  procurement  of  office  supplies,  forms,  etc,,  pre- 
viously stocked  in  the  regional  supply  centers.  The  various 
sources  of  supply  such  as  Central  Supply,  General  Services  Adminis- 
tration Stores  Stock,  Post  Office  Department  contracts,  and  others 
are  enuraerated  in  succeeding  portions  of  the  handbook. 

In  some  instances  it  may  be  necessary  or  desirable  to  consolidate 
orders  for  deliveiy  to  the  state  office  and  distribution  to  the 
various  offices  below  tte  state  level.  Such  a practice  would,  no 
doubt,  be  ’’good  business”  in  many  cases® 
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Caro  should  be  bakexi_,  ho.-ever,  tliat  this  does  not  lead 
establislraent  of  .ainiat'or-e  supply  centers.  Reasonable 
board  stocks”  of  stationary,  coMimonly  used  forms,  etc., 
of  course,  not  prohibited. 


to  the 

'•cup- 

are. 


For  yenoral  information  on  the  subject  of  "Inventory  Ijlanagcirient" 
see  G.3.A.  Regulation  I - II  - 403. 


106  Restrictions,  General 

(1)  Personal  Kquipment 


Under  the  provisions  of  the  Administrative  Regulations  of  the 
Department,  5 AR  92,  vamch  cites  Gection  13,  Rablic  Law  6OO, 
79t;i  CorifTess,  .'and  3 C.  G.  433,  the  purchase  and  maintenance 
of  articles  of  personal  equipment  and  special  clottiing  are 
permissible  under  certain  circumstances.  Such  purchases  may 


be  made  from  funds  available  for  the  procurement  of  supplies 
and  materials  T;hore  tl^e  articles  are  to  be  used  for  the 
'•protection"  of  personnel  in  the  psrfor..Bnce  of  Lheir  assigned 
tasks,  "Protection"  is  defined  as  protection  from  paysical  injuiy 
or  occupational  disease. 


articles  of  personal  equipment  other  than  for  the  protection  of 
persoin.el  (such  as  snowshoes)  may  not  be  purcliased  (1)  witnout 
specific  statutory  authority  or  (2)  'unless  the  object  for  vliich 
the  appropriation  vj'as  made  cannot  be  accomplished  as  expedi- 
tiously and  satisfactorily  from  the  governaent • s standpoint 
without  such  equipment  and  it  is  such  that  the  employee  could  not 
reasonably  be  required  to  furnish  as  a part  of  the  personal  equip 
:iient  necessary  to  enable  him  to  perfona  the  regular  duties  of  txje 
position  to  Y/lriich  he  was  appointed* 

(2)  Binder  TvJ’ine 


The  folloY.mng  proviso  is  in  the  current  agricultural  appropriation 
act: 

'•Except  to  provide  material  in  or  incident  to  research  or  experi- 
mental work  where  no  suitable  domestic  product  is  available,  no 
part  of  the  funds  appropriated  by  this  At:t  shall  be  ex]jended  in 
the  purciiase  of  tYxine  manufactured  from  commodities  or  materials 
produced  outside  of  the  United  States. " 

This,  in  general,  prohibits  the  purciiase  of  anything  but  cotton 
tv/ine  except  for  research  purposes. 

The  provisions  of  paragraph  122.3,  therefore,  cannot  be  applied 
to  the  purcha.se  of  twine  until  such  tiime  as  the  prohibition  is 
removed  from  the  act* 
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(3)  Foreign  Materials  (see  paragraph  122,3) 

(4)  Items  Requiring  Prior  Approval 

Existing  aerial  photographs  available  from  a commercial  source  when 
the  amount  involved  is  “!500  or  more.  Advance  approval  of  the  Chief 
of  the  Division  of  Procurement  and  property  Management,  Office  of 
Budget  and  Finance,  required  by  5 iut  42, 

Air  conditioning  equipment  (except  for  laboratory  or  scientific  use 
in  the  field,)  Advance  approval  of  the  Administrator,  Soil  Conser- 
vation Service,  required  by  5 AR  110. 

Airplanes  • • , "bids  shall  be  solicited  and  contracts  siv^arded  by 
the  Chief  of  the  Division  of  Procurement  and  Property  Management  • . 

5 m 202  e. 

Bookkeeping  and  other  accounting  machines  (except  adding  and  calcu- 
lating machines).  Prior  YiTashington  office  approval  required. 

Fanfold,  snap-out,  pack-type,  and  other  similar  commercially  printed 
forms.  Since  these  all  involve  printing  and  binding  operations, 
purchase  from  the  Government  Printing  Office  or  prior  approval  by 
the  Joint  Committee  on  Printing  is  required  by  5 AR  54  b (1). 

Mimeographing,  multilithing,  and  other  similar  duplicating  equipment. 
"Bids  shall  be  solicited  and  contracts  awarded  by  the  Chief,  Division 
of  Procurement  and  Property  Management."  5 AR  202 

Motion  picture  cameras,  sound  recording  equipment,  and  other  motion 
picture  equipment,  Washington  office  approval  required.  The 
following  items  may  be  purciiased; 

1.  All  standard  kinds  of  visual  equipment  such  as  still  csaiieras, 
4x5  and  35  inm  only,  slide  and  movie  projectors,  automatic  slide 
projectors  of  standard  make  and  specification,  screens,  tripods, 
filters  and  other  standard  accessories  for  such  equipment* 

2.  All  purchases  of  prints  of  mo-vies  made  by  the  Soil  Conservation 
Service.  Others  require  Washington  approval. 

3.  purchase  of  any  kind  of  film  for  use  in  standard,  govemment- 
oYmed  cameras  except  16  mm  color  movie  fiku  and  35  imn  black  and  white 

Equipment  which  is  not  standard  equipment  should  be  submitted  for 
Washington  approval.  This  would  include  items  such  as  3-D  or 
stereoscopic  cameras,  off-size  caaeras,  color  projectors  and 
balopticans,  continuous  projectors  and  other  equipment  not  now 
comuonly  used  or  new  equipment  which  may  be  developed. 
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Stenographic-reporting  services.  ”Bids  sliall  be  solicited  and 
contracts  a-'.varded  by  the  Chief,  Division  of  Procure.iient  and 
property ‘dan a gement  o*'  5 AR  202 

See  112.7  for  items  under  the  Federal  Supply  Schedule  vdiich  re- 
o^uire  approval. 

(5)  Purcliase  in  v/hich  an  Employee  has  a Personal  Interest 

The  Administrative  Regulations  of  the  Department  5 AR  114  provide: 

I 

'•No  officer  or  employee  of  tl'ie  Department  who  is  in  a position 
eitlx3r  to  influence  tlie  award  of  a ccntract  with  the  Department 
or  to  cause  purchases  of  supplies  to  be  made  for  the  Department, 
shall  be  interested  in  arjy  firm,  company,  or  corporation  doing 
business  with  the  Department  unless  such  interest  sriall  be  dis- 
closed in  v/riting  and  approved  by  the  head  of  the  agency  in 
advance  of  the  award  of  any  contracts  by  such  officer  or  employee. 
(See  also  S AR  1541  and  13  Comp«  Gen,  281.)'' 

(6)  Purchases  from  Department  Employees 

The  policy  of  the  Department  as  to  purchases  from  employees  is 
stated  in  5 AR  115  as  follows; 

"No  supplies  or  property  for  the  use  of  the  Department  shall  be 
purchased  from  any  of  its  employees  without  the  approval  of  the 
Chief,  Division  of  Procuremoit  and  Property  lianagement,  Office 
of  Budget  and  Finance.  The  request  for  such  approval  must  in 
each  case  be  accompanied  by  a statement  in  writing  from  the 
responsible  agency  officer  shawling  tl'ie  necessity  for  the  purchase 
and  indicating  specifically  that  the  purchase  from  the  employee 
vj-ill  be  more  advantageous  to  the  Government  than  a purchase  from 
any  other  soui’ce,'* 

Sources  of  Supply 

The  sources  of  suppl^y  for  the  pui’chase  of  material,  supplies  and 
equiximent  include  the  contracts  included  in  the  Federal  Supply 
Schedule,  Federal  Prison  Industries,  Inc.,  the  Federal  Supply 
Service,  the  Central  Supply  Division,  the  Post  Office  Department 
contracts  covering  envelopes.  Government  Printing  Office,  National 
Industries  for  the  Blind,  term  contracts  of  the  Department  of 
Agriculture,  AeS.P.P.A.,  Navy,  contracts  of  other  government  depart- 
ments, and  the  open  market.  The  pracedure  to  .be  folloived  and  the 
authority  granted  to  the  State  Administrative  Officer  for  purchasing 
from  these  sources  of  supply  is  discussed  in  the  following  sections 
and  reference  thereto  should  be  made  for  specific  instructions. 
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Federal  Supplv  Schedule 

The  Federal  Supplv  Schedule  is  ccmposed  of  term  contracts  executed 
by  the  General  Services  adrainistration  for  use  by  the  executive 
deparbiLent s and  other  establishncnt s of  the  federal  government,  as 
nearly  as  possible^  the  various  items  covered  by  these  temn  contracts 
are  segregated  into  classes  of  related  materials;  as  for  example, 
Class  18  covers  photographic  .naterial  and  precision  instrioients; 

Class  26  covers  office  furniture;  Class  41  hand  tools;  Class  51 
chemicals,  etc.  An  alphabetical  index  to  the  Federal  Supply  Schedude 
has  been  prepared  according  to  t/ie  com.ion  name  of  each  item  and  tlB 
item  nn-nber  assigned  to  such  items  in  conformit37-  vith  the  federal 
standard  stock  catalog  is  contained  therein.  The  first  number 
composed  of  one  or  more  digits  lic-s  reference  to  the  class  or  schedule 
in  I'thich  the  item ’vvill  be  found.  The  letter  of  trie  item  number  refers 
to  the  alphabetical  arran-oment  according  to  the  comTion  name  of  the 
item,  and  the  follotdng  number  has  reference  to  tiie  specific  number 
which  identifies  tliat  particular  item  in  the  class  in  wnich  it  is 
found. 

The  contracts  contained  in  the  Federal  Supply  Schedule  are  made  for 
various  periods  and  as  the  existing  contracts  expire,  nevj  contracts 
are  made  and  published  In  camp hi 5 t form,  which  are  distriouted  by 
the  G.3.A,  regional  offices  to  the  various  governiiisnt  departments. 

On  the  next  to  the  last  page  of  each  schedule,  purcliasing  officers 
v;lli  find  listed  thereon  t'ne  names  and  addresses  of  the  contractors 
for  the  materials  contained  thoreli,  together  with  the  contract 
number  and  the  shipping  point  or  points  of  each  contractor.  Orders 
should  be  placed  with  tie  contractor  only  at  the  address  sho‘';.n  li 
the  schedule,  unless  instructions  are  given  tliorein  for  the  placing 
of  orders  with  dealers  or  otter  points  of  distribution. 

Generally,  copies  of  tte  Federal  Supply  Schedule  will  be  forwarded 
berths  G.3.A.  regional  offices  to  the  state  offices  for  distribution. 
Viaen  contracts  contained  therein  teve  expired  and  new  schedules  riave 
not  been  received,  if  it  is  necessary  to  purchase  materials  usuallj^ 
covered  bj  tliat  class,  inquiry  should  be  m.aie  of  the  (.asiiington 
office  to  detemine  wiiether  or  not  new  contracts  have  been  executed 
for  the  reason  that  occasionally  '.mere  contracts  nave  formerly  been 
of  a non-mandatciy  nature,  such  contracts  oia^'-  be  made  mandator^^  or 
other  material  ctenges  :aadc.  It  has  been  the  practice  of  the 
General  Services  Admiodstration,  in  the  past,  to  issue  circulars 
advising  the  govermient  departments  of  price  crianges,  changes  in 
contract  uerms,  and  correction  of  errors  made  in  printing  wdth 
respect  to  tlie  Federal  Supply  Schedule,  vadch  are  to  be  incorporated 
in  tne  places  designated  in  the  schedule.  Each  state  office  will  be 
furnished  the  number  of  copies  of  Federal  Supplj^  Schedule  contracts 
and  circulars  tiiat  has  been  indicated  to  be  standard  requirement. 

Except  under  most  unusual  circumstances,  distribution  of  schedule 
contracts  below  the  state  office  level  will  not  be  necessa]g\^.  In 
the  case  of  the  most  widely  used  contracts  covering  service  station 
gasoline  and  oil  deliveries,  courtesy  cards,  vrnich  wrili  be  issued  by 
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the  state  offices^  will  make  the  distribution  of  schedule  con^ 
tracts  unnecessary*  Such  other  schedule  iteras  as  may  be  required 
by  offices  below  the  state  level  should  be  ordered  from  the  state 
office  or  in  the  case  of  certain  restricted  items  (which  are 
covered  in  detail  in  112.7)  from  the  h'ashington  office. 

112.1  Types  of  Contracts 

The  contracts  contained  in  the  Federal  Supply  Schedule  may  be 
segregated  into  general  classifications j nanely^  mandator;)''  and 
nonH:nandatory. 

The  method  of  determining  to  Tildch  class  a contract  belongs  and 
the  effects  of  each  are  discussed  in  detail  in  the  following 
paragraphs. 


(1)  Mandatory  Contracts 

Contracts  wliich  are  mandatory  for  use  by  the  Soil  Conservation 
Service  are  identified  by  a statement  which  appears  on  page  t'^oo 
of  the  schedule  concerned  and  which  reads  as  follows s 

•’For  use  by  'the  executive  departments  and  other  establishments 
of  the  Government  of  the  United  States  of  Ai'nsrica  I’^dthin  the 
continental  limits  of  the  United  States”  - 

or  where  the  statement ^ 

”For  use  by  the  executive  departments  and  other  establishiaents 
of  the  Government  of  the  United  States  of  A:merica  in  Ifasiiington. 
D.  C.”  - 

and  thereunder  ei'bher  'the  Department  of  Agricultui’e  or  the  Soil 
Conser-vation  Service  is  siDeclfically  mentioned.  Such  statements 
are  notice  that  the  contracts  contained  in  a schedule  in  which 
either  of  these  stateiments  appear  are  mandatory.  In  these  in- 
stancesj  the  purchasing  officer  may  not  procure  the  -materials 
covered  -tliereby  in  any  other  manner  unless  the  contract  contains 
a stipulation  exempting  purchases  of  ;|2f).00  or  less^  or  unless 
prior  clearance  has  been  obtained  through  the  Administrative 
Services  Division  in  iiashingtcnj  D.  from  the  Federal  Supply 
Service^,  General  Services  Administration_j  or  a genuine  emergency 
exists  (see  paragraph  130).  In  order  to  obtain  clearance^  it 
is  necessary  that  the  state  office  submit  to  the  Administrative 
Services  Division  a requisition  (Form  AD-14)  covering  the 
materials  required^  together  with  an  explanatory  statement 
setting  forth  reasons  -vj-hy  the  iriaterial  covered  by  the  mandatory- 
contract  cannot  be  used  for  a particular  pur'pose  and  wiiy  the 
material  covered  by  the  mandatory  contract  cannot  be  used  for  a 
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particular  purpose  and  vdiy  ti-ie  specific  item,  desired  is  essential. 
Concerns  v-iiich  Iiave  been  ar.'arded  mandator;/  contracts  must  accept 
orders  in  strict  accordance  vrith  their  terms.  Upon  the  failure 
of  a contractor  to  accept  or  fill  orders  placed  under  mandatory 
contracts^  appropriate  action  should  be  taken  to  purchase  the 


same  miaterial  in  the  open  market^  charging  the  excess  cost  to  the 
contractor's  account.  For  detailed  instructions  see  paragraph 
112,4c 


(2)  Nonmandatory  Contracts 

Contracts  falling  into  this  classification  are  identified  by  a 
statement  appearing  on  page  tv/o  of  the  schedule  concerned  vdiich 
reads  substantially  as  follovrsj 

"For  use  by  the  executive  departments  and  other  establishments 
of  the  Govemiaenl  of  tr^e  United  States  of  America  in  Washington, 
D-  C.  '« 


When  neither  the  Department  of  iigriculture  nor  the  Soil  Conser- 
vation Service  is  specifically  named  therein  and  v.'liere  material 
covered  is  desired  lor  delivery  outside  the  District  of  Columbia, 
pur clia sing  officers  are  not  bound  to  procure  the  materials  from 
the  contracts  and  it  is  not  mandatory  for  the  contractors  to 
accept  orders  provided  such  orders,  v.'hen  placed,  ai-e  returned  by 
the  contractor  '.ithin  ten  daySj  as  provided  by  the  "optional  use" 
clause  of  the  Federal  Supply  Schedule  contracts.  In  the  event 
the  contractor  shoifLd  fail  to  return  the  order  Y.'ithin  ten  days 
from  the  date  the  order  mas  received  by  him,  he  is  obliged  to  make 
deliver^''  or  the  same  action  as  described  in  paragraph  112.4  should 
be  taken.  Although  it  is  not  mandator^^  for  purchasing  officers  to 
utilize  these  contracts,  it  is  considered  advisable  to  do  so  v;hen 
the  contract  price,  r^lus  the  treinsportation  cost  from  ’bhe  con- 
tractor's  shipping  point  to  destination  is  less  ti']an  the  price  for 
vhich  the  same  mateidals  may  be  obtained  in  the  open  :narket.  In 
cases  of  emergency,  homever,  it  Y.ill  not  be  necessary'"  for  field 
officers  to  take  tliat  fact  into  consideration.  It  is  a matter  in 
mhich  the  purciie.sing  officer  is  vested  vith  the  authority  to 
employ  his  ovm  discretion® 

112.2  Catalogs  and  price  Lists 


Occasicnally, 
class  of  the 
listed,  v/ill 
contractor' s 


iteias  listed  in  the  index,  upon  reference  to  the 
Federal  Sujjply  Schedule  in  mhich  the  contracts  are 
be  described  only  by  general  characteristics  and  the 
or  the  .lUiniifacturer' s catalog  7/ill  be  referred  to  for 


more  detailed  description,  prices,  etc.  ^s  an  example,  a contract 
may  be  awarded  for  a particular  manufacturer’s  complete  line  of 
calculating  iriachinss.  Therefore,  instead  of  listing  and  describing 
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each  particular  model  in  the  Supply  Schedule,  the  item  Yd  11  be 
listed  .merely  under  ’’calculating  iiiachines”  but  reference  vdll 
be  made  to  tte  raanufacturer  ’ s catalog  and.  price  list  for 
selection  of  tiiC  model  number  required.  In  order  to  purchase 
such  items,  it  is  essential  that  the  23urcijasing  officer  have 
available  copy  of  the  pertinent  catalog  or  price  list  referred 
to.  The  Federal  Supply  Service  vfnen  awarding  such  contracts 
requires  the  successful  bidder  to  fujrnish  quantities  of  t’ne 
catalogs  and  price  lists,  listing  such  items  contracted  for. 

Upon  receipt  of  the  catalogs,  they  are  examined  by  the  Federal 
Supply  Service  and,  provided  iteias  listed  therein  are  in  accordance 
Ydth  the  bid,  are  stamped  vdth  the  Federal  Supply  Service  staup  of 
approval. 


To  avoid  possible  error  in  prices  and  possible  subsequent  dis- 
allowances, purcliasing  officers  are  urged  to  use  only  the  approved 
copies  of  price  lists  wdien  issuing  purchase  orders  for  items  listed 
in  this  raanner  in  trie  Federal  Supply  Schedule.  Catalogs  and  price 
li.sts  of  this  type  should  be  requested  trircugh  the  Washington  Ad- 
ministrative Services  Divisioni  hov/ever,  ’there  the  schedule  indi- 
cates tiiat  the  contractor's  or  manufacturer’s  current  catalog  or 
price  list,  effective  on  tte  date  of  the  purcltase,  applies,  the 
catalogs  or  price  lists  may  be  secured  direct  from  the  contractor 
or  his  authorized  representative.  Examples  of  such  instances  are 
the  contractor ’ s catalog  and  price  lists  covering  automotive  re- 
pair parts,  t;^gDeYJTiter,  and  some  other  office  machine  repair  parts, 

112.3  General  Conditions 


The  general  conditions  applicable  to  contracts  listed  in  the 
Federal  Supply  Schedule  are  contained  in  the  Federal  Supply  Schedule 
index.  When  field  services  are  specifically  covered  (see  paragraph 
112.1  (1),  Mandatoig/  Contracts)  the  contractors  are  obligated  to 
honor  all  orders  for  delivery  to  field  services  at  the  zone  prices 
stipulated  in  the  particular  schedule. 

112.4  Delinquent  or  Defaulting  Contractors 

(1)  The  Federal  Supply  Schedule  in  most  instances  indicates  the  time 
for  delivery  as  provided  for  in  the  contracts  of  the  items  listed, 
and  the  contractors  to  comply  fully  Y;ith  their  contracts,  upon 
acceptance  of  purchase  orders,  should  perform  vvithin  that  time.  The 
time  for  delivery  is  that  specified  for  each  item  and  in  accordance 
with  special  provision  on  delivery  in  tiie  schedule.  If  the  purcliase 
order  specifies  delivei^^  to  a field  activity  not  specifically  covered 
by  the  contract,  shipment  by  the  contractor  Y/ithin  the  time  provided 
for  delivery  may  be  considered  as  compliance  with  the  contract.  If, 
when  placing  purchmtse  order,  it  is  kno’wn  tijat  the  requirenients  for 
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the  ite:n  called  for  are  such  that  delay  beyond  the  true  for  de- 
livery as  provided  for  may  not  be  alloT^red^  there  should  be 
endorsed  on  the  face  of  the  purchase  order  a statement  that  failure 
to  perform  v.lthin  the  time  for  delivery  called  for  under  the  con- 
tract mil  be  sufficient  cause  to  terminate  the  contractor’s  right 
to  proceed  and  purciiase  the  requirements  from  another  source^ 
charging  any  excess  costs  to  the  con  tractor » 

(2)  Should  the  action  of  purchasing;  against  contractor’s  account 
become  necessary  because  of  his  failure  to  deliver  acceptable 
merchandise  v:ithin  the  time  provided  for  in  the  contract  and  as 
required  by  the  government^  existing  regulations  should  be  conplied 
7rith  as  far  as  possible^  since  the  government  should  mitigate 
possible  damages  to  the  delinquent  contractor  as  much  as  possible. 

(3)  Because  most  Federal  Supply  Service  contractors  have  government 
sales  representatives  situated  in  Wasliington  and  because  all  of  these 
representatives  are  extremely  desirous  of  maintaining  or  promoting 
good  vdll^  the  right  of  such  contractors  to  proceed  is  not  to  be 
teurmna ted  by  the  state  office  until  a complete  statement  of  fact 
has  been  referred  the  Y/ashingten  Administrative  Services  Division. 

If  efforts  to  sec\ire  relief  tluough  Ahsidngton  sales  representatives 
should  be  unsuccessful^  the  state  office  Y.^-ill  be  so  inforraed  and  may 
proceed  to  termdnate  the  contractor’s  right  to  proceed  purcl'jasing 
against  ids  account  and  cliairging  any  excess  costs  to  such  delinquent 
contractor  as  provided  belorr. 

In  addition  to  Federal  Supply  Service  contractors,  many  other  manu- 
facturers maintain  offices  and  government  sales  representatives  in 
Vjasbington.  Through  contacts  vdth  these  representatives  it  has  been 
possible  for  the  Y/ashington  administrative  Services  Division  to  ex- 
pedite deliveries  and  to  render  other  assistance.  If  any  such 
assistance  is  desired^  state  offices  should  communicate  vdth  this 
division. 

(4)  /iuy  purernse  against  a delinquent  contractor  must  be  of  items 
of  similar  quality  and  in  thje  same  quantity  as  called  for  on  the 
original  order.  Upon  completion  of  the  purchase  from  the  new  source, 
a detenaination  sliall  be  made  of  the  excess  cost,  if  any,  incurred  by 
the  default  and  subsequent  purchase.  In  making  determination  of  ex- 
cess costs,  there  should  be  taken  into  consideration  cash  discounts 
for  prompt  paynent,  if  any,  provided  for  in  the  purchase  order  of  tl:e 
defaulting  vendor The  vendor  through  Ills  own  default  cannot  deprive 
the  government  of  its  contract  right  to  the  discount  vdiich  would  have 
been  deducted  hiad  the  default  not  occurred.  The  exact  amount  of  ex- 
cess cost  should  be  deteimiined  for  an  offset  settlement  or  collection. 
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(5)  The  continued  delinquencj  on  the  part  of  a contractor  ’’vithin 
itself  is  not  suificient  cause  to  disregard  niandatcrpr  contracts^ 
so  far  as  subsequent  requireiTiOnts  are  concerned^  nor  non-iiandatcry 
contracts^  if  the  non-:riaridatciy  contracts  arc  to  the  best  interests 
of  the  govemrnent  and  purchase  orders  should  continue  to  be  issued 
to  those  ccntractors  follov;ed  by  pur-chases  froia  other  sources^  in 
accordance  vrith  tlB  above,  upon  the  contractor’s  failure  to  psrforn. 
Continued  delinquence  on  the  part  of  a contractor  or  the  continued 
delivery  of  defective  or  sub-standard  materials  :nay  result  in  tl'ie 
contractor  being  declared  in  defauilt  by  the  Federal  Supply  Service. 

In  such  instances,  pur clia sing  officers  are  notified  by  means  of 
Federal  Supply  Service  cix-culars  or  amendnients  containing  informa- 
tion regarding  die  contractor,  the  contract  ”G3”  nuoiber,  item 
number  concerned  and  the  date  that  the  contractor  nas  declared  in 
default,  information  as  contained  therein  ulll  further  indicate 
that  the  item(s)  covered  by  such  contract(s)  and  under  the  claGs(es) 
referred  to  should  be  made  Y'ithout  reference  to  thje  Federal  Supply 
Service  Schedule  until  further  notice  and  txn'.t  any  excess  costs 
shall  be  Cijarged  to  trje  contractor* 

It  must  be  remembered  by  field  actl\mties  tliat  purchases  against  a 
defaulting  contractor’s  account  T.i.th  e::cess  cost  ciiargeable  to  him 
imay  be  made  by  field  activities  only  in  the  cv^ent  the  field  activity 
concerned  is  specifically  covered  by  the  contract*  that  is  uc  say, 
this  action  is  applicable  so  far  as  field  services  are  concerned  only 
TTith  respect  to  mandator^/  contracts,  exce;et  in  instances  under  non- 
mandatoiD^  contracts  urhere  the  contractor  ha.d  a purchase  order  in  his 
possession  at  the  ti:ae  lie  nas  declared  in  default  and  hmd  failed  to 
return  it  vdthin  the  time  specified  in  the  special  conditions  applic- 
able to  schedule  contracts. 


Foreim 


•aterials,  Under  Federal  Supply  Service  Schedule 


Some  items  covered  by  contracts  listed  on  the  schedules  are  of  foreign 
origin  or  foreign  irianuf actur-e . If  such  is  the  case,  notation  to  that 
effect,  in  :;iost  instances,  vlll  appear  on  the  schedule  either  dii-ectly 
above  or  belov;  the  description  ox  the  particular  item.  In  such  in- 
stances mhere  the  schedule  indicates  the  item  in  question  is  of 
foreign  origin  or  'manuiacture,  the  contractor  shall  not  be  reouir-ed 
to  certify  in  submitting  billing  as  to  material’s  domestic  origin  or 
manufacture,  Furthemor-e,  no  foreign  origin  and/or  nmnufactum-e  certify 
icate,  described  under  paragraph  122.3  sliall  be  required.  In  lie 
absence  of  notation  in  the  schodule  to  tl^ie  effect  that  the  item  v;as  of 
foreign  origin  or  manufacture,  it  shall  be  assmiied  by  the  ordering 
cilice  tha.t  the  item  is  of  domestic  origin  and  manufacture.  Upon  de- 
livery of  the  item,  siiould  inspection  of  the  material  on  the  contrac- 
tor's billing  reveal  that  the  item  is,  as  a matter  of  fact,  of  foreign 
origin  or  manufacture,  acceptance  thereof  should  be  withheld,  pending 
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detemination  as  to  Triiether  or  not  the  iurnis]:iing  of  foreigi  ma- 
terial by  the  contractor  is  in  accordance  with  the  contract.  This 
may  be  determined  by  comraunicating  ¥dth  the  Administrative  Services 
Division  in  i,~ashington «,  This  division  shall  secure  the  information 
from  the  Federal  Supply  Service,  G.S.ii..,  in  Washington.  ShoilLd  it 
develop  that  the  material  delivered  is  not  in  accordance  ■'/■/ith  the 
contract,  the  items  should  be  rejected.  (See  follor.dng  paragraphs 
112.6  and  112.6  (1). 

112.6  Sub-Standard  Material 

Items  covered  by  Federal  Supply  Service  schedule  contracts  shall  be 
in  accordance  vdth  the  specification  under  which  purchased.  To 
assure  delivery  of  standard  materials,  items  so  covered  are  subject 
to  inspection  by  the  government.  Upon  ins|:ection,  acceptance  or 
rejection  of  materials  or  supplies  shall  be  made  as  promptly  as 
practicable.  Such  inspection  shall  be  at  the  expense  of  the  govern- 
ment, except  for  the  value  of  the  sample  used. 

Any  items  delivered  under  such  schedule  contracts  found  not  to  comply 
v;ith  the  specifications  or  to  be  defective  in  ccns traction,  inadequate 
for  the  purpose  for  which  contracted,  or  otherwise  unsatisfactory  from 
the  purchaser's  vieY/point  should  be  immediately  reported  to  the  con- 
tractor. The  report  should  likewise  be  furnished  the  Administrative 
Services  Division,  ’/Washington,  D.  C.,  for  transmittal  to  the  Federal 
Supply  Service,  Washington,  D.  C.  The  report  to  tin  Administrative 
Services  Division  shall  include  the  name  of  tl'ie  contractor,  the  con- 
tract number,  item  number,  description  of  the  item  covered  by  contract, 
the  quantity  ordered,  purchase  order  number  and  date,  and  tlie  explicit 
respects  in  whidi  the  item  delivered  failed  to  meet  specifications. 

In  notifying  the  contractor,  specific  reasons  for  rejection  of  tlrie 
material  should  be  furnished,  together  with  a request  that  the  con- 
tractor iiiuLediately  replace  the  material  vdth  material  meeting  specifi- 
cations. The  contractor  should  also  be  notified  upon  Iiis  failure  to 
replace  the  rejected  material  within  a reasonable  time  that  purchase 
from  other  sources  xwLll  be  raade,  charging  excess  cost  to  the  contractor. 
(See  paragraph  112.40 

Although  inspection  and  acceptance  or  rejection  of  materials  should  be 
made  promptly  upon  delivery,  failui-e  to  inspect  and  accept  or  reject 
materials  or  supplies  shall  not  impose  liability  on  the  government  for 
such  materials  or  supplies  as  are  not  in  accordance  with  the  specifica- 
tions. 

In  the  event  a public  necessity  requii'es  the  use  of  materials  or 
supplies  although  not  conforming  to  the  specifications,  paj^nent  therefor 
shall  be  made  at  a proper  reduction  in  price.  Acceptance  of  materials 
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known  not  to  confonn  to  the  speciricntions  should  inuiediately  be 
reported  to  tlie  administrative  Services  Division,  Vfesliington,  D.  C., 
together  with  all  pertinent  information  as  to  the  public  necessity 
requiring  use  thereof,  at  vd'iich  tine  information  shall  be  furnished 
as  to  tbie  proper  method  of  determining  the  proper  reduction  in  the 
amount  to  be  paid  therefor. 


Rejection 


Deliver^^  of  sub-standard  iiiate rials  referred  to  above,  ydierc  public 
necessity  does  not  require  use  thereof,  sinll  be  rejected.  Rejected 
articles  and/or  articles  requiring  cori-ection  shall  be  removed  by 
am-  at  the  o::':.'en3c  of  the  contractoi"  pi'omptly  after  notice  is 
furi-ished  Lhe  contractor  of  the  rejection. 

112,7  -authority  for  Federal  Supply  Service  Schedule  purchases 

'hith  the  exception  of  the  iterrs  enumerated  belor^,  the  State  Adminis- 
trative Officers  or  tiieir  alternates  are  authorised  to  purchase  all 
items  covered  by  classes  of  the  Federal  Supply  Schedule  and  stores 
stock  catalog  listed  belovf.  Shmilar  items  may  also  be  purchased  in 
tlie  open  market  or  by  local  contract,  provided  such  items  are  not 
covered  by  mandatory  GSA  contracts. 

Glasses  4,  5^  7,  S,  10,  11,  12,  13,  14j  15^  16  and  17,  no  restriction. 

Class  IB,  prior  approval  of  the  Y.ashington  Cartographic  Division  re- 
quired on  the  following  items: 

Machines  - blue  printing,  developing  and  photocopying*  printers;  parts 
and  accessories  may  be  purex^ased  'rdthout  prior  approval. 

The  following,  if  for  use  by  Cartographic,  isay  also  be  pui’chased  with- 
out approval: 

photographic  supplies;  film  (including  roll  and  color);  printing  paper; 
photocopying  paper;  s^mthesised  paper,  etc. 

The  follovring  may  be  purchased  without  approval  for  other  divisions; 

35  color  film  only  for  use  in  miniature  cameras  for  slides;  processing 
cheirdcals  and  equipment  for  4x5  ^nd  3q  x 4j  color  transparency  sucli  as 
Skta chrome  and  Ansco  color® 

Any  proposed  local  contracts  for  coimriercial  photographic  processing  re- 
quire prior  ■'lasliington  approval. 
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Though  not  usually  covered  by  Federal  Supply  Schedule  contracts, 
the  folloTrring  also  require  approval  by  "uashington; 

Cameras  - motion  picture;^  dryers;  printers  and  ivdshers;  parts 
and  accessories  for  same  do  not  reqid.re  prior  approval.  See 
paragraph  106  (4)» 

Classes  19,  21,  22,  24  and  25,  no  restriction. 

Class  26.  All  items  except  ’’executive  type”  furniture  of  any  type 
including  special  executive  type  (as  exemplified  by  Federal  Supply 
Schedule  - ’’Special  Furnishings,  Executive  Type”.)  See  paragraph 
112, 9«  In  the  acquisition  of  furnitui'e  due  consideration  should 
be  given  to_  standardization  and,  of  course,  to  the  possibility  of 
securing  it  from  surplus.  See  5 AR  111.9  and  112.5. 

Upright  filing  cabinets  require  prior  approval  (see  822,5). 

Class  27.  All  items  except  carpets  and  rugs  v.diich  require  prior 
Departmental  approval. 

Classes  29,  30,  31,  3^  and  33,  no  restriction. 

S'  * 

class  34.  All  items  except  luggage. 

Class  35*  Individual  'oound  volumes  or  complete  bound  sets  of 
Comptroller  General  Decisions  may  not  be  purcliased  ivitliout  prior 
approval  of  the  Washington  office.  The  annual  distribution  of  in- 
dividually bound  volumes  to  supplement  the  sets  which  have  been 
authorized  for  each  region  VTill  be  made  by  the  iiashington  office. 

Newspapers  maybe  purchased  direct  after  the  approval  of  the 
Director  of  Information  has  been  obtained  through  the  Washington 
Administrative  Services  Division  (see  2 43  b (1)  (a)).  A 

brief  justification  slaould  be  suhiritued'l  ' ' _ ' ' ^ 

Other  publications  may  be  purctjased  direct  ".vLtnout  prior  approval. 

Requests  for  publications  '^nich  can  be  supplied  from  Library  stock 
should  be  forwarded  to  the  Library  in  accordance  with  2 AR  43  a (1). 

Class  3"7.  Prior  Washington  approval  required  for  purchase  of 
athletic  equipment.  Safety  equipment  restricted  to  types  meeting 
specifications  approved  by  the  Washington  Safety  and  Flealth  Section. 
All  safety  equipment  subject  to  prior  approval  by  State  Administrative 
Ofilcer® 


Cinsses  33,  39,  40,  41,  42,  43,  44,  45,  51  and  52,  no  restriction 
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Class  53*  Desk  sets  and  fountain  pens  costing  over  |)59  00  require 
Departmental  approval  (see  112*9  and  5 AR  112). 

Classes  54  and  104  - restricted  items: 

Visible  files^  both  cabinet  and  binder  type,  and  equipment; 
machines  - posting,  addressing,  billing,  check  sorting,  check 
cutting,  check  signing,  check  dating,  check  writing,  composing, 
duplicating,  envelope  opening,  sealing,  folding,  dictating, 
transcribing,  shaving,  t;^q5e setting,  cash  registers,  sorters  and 
tiiae  stamp  clocks, 

TypeY/riters  - 5 AR  105  states  that  electric,  portable  and  verityper 
machines  may  be  purcliased  only  under  circimastances  wiiich  justify  the 
use  of  these  types.  Such  justification  requires  prior  i/Vashing-ton 
approval.  0.3. A.  Regulations  I-II-309.01  and  I-III-203.03  prescribe 
procedures  and  set  up  minimum  requirements  Yvhich  must  be  met  in 
acquiring  or  exchanging  standai'd  type  machines. 

The  regulation  provides  for  the  maximuri  utilization  of  all  t;^q)e~ 
YTriters  in  the  possession  of  ail  federal  agencies,  reporting  of 
excess  machines  (see  655) ^ and  Lhe  obtaniing  of  a certificate  of  un- 
availability from  G.3.A.  prior  to  the  exchange  or  piurchase  of  any 
new  tyjjewriters.  These  certifications  shall  be  obtained  by  sub- 
mitting purchase  orders  in  duplicate  to  the  appropriate  0.3. A. 
regional  office.  Such  orders  should  not  include  any  other  commodity. 
If  the  General  Services  Adiiinistration  is  unable  to  furnish  suitable 
typewriters  from  its  stock,  the  purchase  order  will  be  returned  with 
a certificate  of  unavailabij.ity.  Subsequent  purctjase  orders  placed 
Y/ith  contracts  should  bear  the  following  notation  - ’’This  order  is 
covered  by  0.3. A.  certificate  of  unavailability  No.  TC *•* 

Typewriters  may  not  be  replaced  unless  it  is  determined  that  the 
estimated  cost  of  necessary  repairs  or  rebuilding  of  each  typewriter 
being  replaced  will  equal  or  exceed  at  lowest  available  rates  the 
percentage  of  replacement  costs  specified  below* 


Year 


Percentage  of  Replacement  Cost 


2nd 

3rd 

4th 

5th 

6th 

7th 

8th 

9th 

10th 

11th 

12th 


80 

80 

80 

70 

70 

60 

50 

40 

30 

20 

10 
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An  example  of  the  application  of  the  "Standard  Replacement  Cost 
Percenta[^^e  Scale"  to  a typewriter  costing  :^109.00  is  as  follows: 


Year 

Assumed  Trade- 
in  or  Sale  Value 

Replacement 

Cost 

Estiiaated  Repair 
Cost  Justifying 
Replaceiaent 

2nd 

$50.00 

:,'59.00 

$47.20 

3rd 

50.00 

59.00 

47.20 

4th 

50.00 

59.00 

47.20 

5th 

45*00 

64.00 

44*80 

6th 

45.00 

64.00 

44.80 

7th 

45.00 

64.00 

33.40 

8th 

45.00 

64,00 

32.00 

9th 

40.00 

69.00 

27.60 

10th 

37.50 

71.50 

21.45 

11th 

37.50 

71.50 

14.30 

12th 

30.00 

79.00 

7.90 

Exception:  lichen  unusual  circumstances  justify  replacement  of  a 

typeTiTriter  at  a date  earlier  than  would  be  permitted  by  application 
of  the  Standard  Replacement  Cost  Percentage  Scale ^ a vfritten  justi- 
fication for  such  replacement  shall  be  prepared  by  the  head  of  the 
executive  agency  or  his  designated  representative,  and  the  replace- 
ment of  the  typeYJriter  may  be  made.  The  justification  shall  be  re- 
tained as  a part  of  the  requisitioning  file  of  the  agency. 

These  standards  are  minimum,  and  executive  agencies  shall,  to  the 
fullest  extent  practicable,  retain  typev/riters  which  are  in  usable 
and  workable  condition  even  though  the  standard  permits  replacement, 
liVhen  unusual  circumstances  justify  replacement  of  a typewriter  at  a 
date  earlier  tlian  would  be  permitted  by  application  of  the  "Standard 
Replacement  Costs  Percentage  Scale"  written  justification  for  such 
replacement  shall  be  prepared  by  the  head  of  the  agency  or  his 
designated  representatives.  The  justification  sliall  be  retained  as 
a part  of  the  requisitioning  file  of  the  executive  agency. 

Class  57.  Restricted  to  such  items  for  emergency  room  use  as  are 
authorized  by  Section  V of  the  3C3  Safety  Handbook. 

No  restrictions  on  purchases  of  first  aid  kits  or  first  aid  kit 
refills. 

Class  58.  No  restrictions  but  subject  to  approval  of  the  Washington 
Safety  Officer,  wfhere  material  deviations  from  types  specified  in 
Sec.  XIV  c of  the  Safety  Ifendbook  are  contemplated. 

Classes  59^  60  and  63,  restrictions. 

Class  66.  Only  accessories  and  repair  parts  may  be  purchased. 
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Classes  67^  69^  70  and  72^  no  restriction. 

Classes  101^  102^  105  and  106  (contracts  cover  certain  specific  areas 
only)^  no  restriction » 

Such  classes  of  items  as  teletype  machines  and  others  of  a type  which 
are  never  purchased  by  the  Service  have  been  omitted  from  the  above 
list. 

The  policy  of  the  Department  regarding  the  use  of  Federal  Supply 
Schedule  contracts  and  the  procedure  fcr  effecting  changes  in 
telephone  service  are  set  forth  in  4 AR  484  and  485  as  follows; 

"434 0 POLICY,  a,  ^s=-Gene ral  Services  Administration  Requirements. 
The  General  Services  Administration^  pursuant  to  the  authority  vested 
in  the  Administrator  of  General  Services  by  the  Act  of  1949^  as 
amended^  (Public  Lav/s  152  and  754^  81st  Congress)  requires  the  ad- 
herence  to  certain  policies  and  methods  governing  the  economical 
and  efficient  procurement  and  utilization  of  public  utility  services^ 
including  telephone  service^  within  the  United  States  and  its 
territories  and  possessionso  (See  also  5 AR  341d  with  reference  to 
utility  service  contracts 

"485.  SFFEGTPJG  Cl-Ii\NGES  BI  TELEPHONE  SSRVICEo  ao  Submitting  Re- 
ports of  Proposed  Changes  a When  major  changes  in  telephone 
services  are  contemplated  or  effected^  a report  must  be  submitted 
tiiTOugh  administrative  channels  to  the  Director  of  Plant  and  Opera- 
tions, The  report  shall  be  submitted  substantially  as  illustrated 
in  Exhibit  1,  For  the  puipose  of  this  section  the  following  shall 
be  deemed  major  changes  in  communications  equipment; 

(1)  Installation  or  renoval  of  one  or  more  private  branch  exchange 
switchboard  positions  5 

(2)  Changes  from  manual  to  dial  private  branch  exchange  service^ 
or  vice  versa | 

(3)  Installation  or  removal  of  the  lines  between  private  branch 
exchange  sv¥itchboards| 

(4)  Installation  or  removal  of  inter-city  private  line  full 
period  or  foreign  exchange  services,— 

bc  Review  of  Proposed  Changes  by  P&O  and  The  Office  of  Plant 

and  Operations  will  review  all  proposed  changes  in  telephone  service^ 
and  will  pass  upon  the  technical  aspects  of  such  proposals.  The 
Office  of  Budget  and  Finance  will  review  the  proposals  and  pass  upon 
the  budgetary^  fiscal^  and  contractual  aspects,  ’i/l/hen  the  proposed 
changes  are  approved  by  these  two  offices^  reports  will  be  forvfarded 
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to  the  — General  Services  Administration.  No  commitment  concerning 
the  proposed  change  or  installation  shall  be  made  until  the  General 
Services  Administration  has  presented  its  views. — -m- 

Ce  Replies  to  Agencies;  Time  Limit,  The  Office  of  Budget  and 
Finance  will  inform  the  Office  of  Plant  and  Operations,  which  will 
advise  the  agencies  of  the  replies  made  by  the  -5^ — General  Services 
Administration  to  the  proposed  changes  or  installations.  In  order 
that  Department  work  may  not  be  delayed,  in  the  event  no  reply  is 
received  by  the  agency  within  20  days  of  the  date  of  sending  pro- 
posals to  the  Office  of  Plant  and  Operations,  favorable  consideration 
shall  be  deemed  to  have  been  given.—*’* 

112.8  Method  of  Acquisition 

Items  covered  by  the  Federal  Supply  Schedule  for  which  authority  is 
delegated  to  the  State  Administrative  Officer,  or  his  alternate, 

(see  paragraph  112,7)  will  be  obtained  by  issuance  of  a purchase 
order  directly  to  the  vendor.  (See  paragraph  173.) 

Items  covered  by  schedule  but  not  included  in  the  above  referred  to 
authority  and  which  require  the  prior  approval  of  the  Washington 
office,  shall  be  requested  on  requisition  Form  AD-14  (see  paragraph 
171)  which  shall  be  transmitted  by  the  state  office  to  the  Adminis- 
trative SemrLces  Division,  Washington,  D.  C« 

112.9  Justifications 

A requisition  whan  submitted  to  the  Washington  office  calling  for 
items  for  which  authority  was  not  delegated  to  the  regional  office 
for  direct  purchase,  in  addition  to  the  purpose  and  use  for  which 
the  item  is  being  ordered,  as  outlined  in  paragraph  171.1  (3)  shall 
be  supported  by  a brief  justification. 

5 AR  112  provides  in  part; 

•’b.  List  of  Restricted  Items . The  procurement  of  any  items  covered 
by  this  subparagraph  is  subject  to  the  approval  of  the  Director  of 
Finance, 

(1)  Executive-type  furnish ings. 

Bookcases,  executive  type 

Cabinets,  telephone 

Chairs,  upholstered,  executive  type 

Chairs,  typists,  to  match  executive  type  desk 

Desks,  executive  type 

Desks,  typists,  executive  type 

Lamps,  office  type 

Pens  or  pen  sets,  types  over  ^5»00 

Receptacles  and  similar  furnishings 
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Stands^  smoking 
Stands^  telephone 

Tables^  conference,  executive  type 
Trays,  letter,  executive  type 
Wardrobes,  executive  type 
Vtfastebaskets,  executive  type 

(a)  ^Executive  type'*  explained.  "Executive  type,"  as  used  in  the 
foregoing  list,  is  exemplified  by  the  Federal  Supply  Schedule  for 
"Special  furnishings,  executive  type,"  and  is  not  intended  to  in- 
clude standard  office  furniture  sometimes  referred  to  as  executive 
furniture. 

(2)  Accessories.  Desk  or  mantel  clocks  (other  tl:ian  ordinary  in- 
expensive types  needed  for  regular  office  or  laboratory  use  at 
Depaidmental  buildings  or  stations  that  are  not  or  cannot  feasibly 
be  equipped  v/ith  wall  clocks  for  general  office  use);  davenports, 
sofas,  etc;  floor  lamps;  ornamental  bookends,  or  carafe  sets  or 
ccmponents  thereof  will  not  be  procured  by  the  Department  or  its 
agencies  except  in  very  rare  cases  where  special  consideration  may 
justify  the  use  of  such  equipment." 

113  General  Services  Administration  Stores  Stock 

The  General  Services  Administration,  by  revisions  to  subsections 
302.02,  302e08  and  403o03,  Chapter  II,  Title  I of  the  Regulations 
of  that  agency,  has  inaugurated  a policy  exempting  government 
agencies  from  mandatory  use  of  the  stores  stock  of  the  Administra- 
tion under  certain  circumstances. 

In  general  and  in  brief  the  exemption  applies  to  small  purchases 
whom  the  follovt/ing  simplified  procurement  methods  are  used:  (a) 

imprest  funds;  (b)  Standard  Form  44^  (c)  Blanket  purchase  order 
arrangements  are  available;  and  when  the  articles  needed  are  non- 
repetitive,  infrequent  or  isolated  requirements  which  are  not 
susceptible  to  planned  requisitioning  or  when  an  urgent  need  arises 
requiring  delivery  of  an  article  before  it  could  normally  be  delivered 
from  stock.  See  also  130.2. 

In  addition  to  the  above  exemptions  the  follomng  items  are  excepted: 

(a)  Special  items  listed  in  the  Administration  Stores  Stock  Catalog 
as  available  only  from  certain  (G.S.A«)  regional  offices. 

(b)  Items  listed  in  the  Administration  Stores  Stock  Catalog  under 
Class  36,  Food. 
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(c)  Articles  listed  in  the  Administration  Stores  Stock  Catalog  also 
covered  by  the  Government  Printing  Office  Catalog  of  blank  paper  and 
envelopes  which  are  for  delivery  in  the  District  of  Columbia# 

(d)  Articles  available  from  Post  Office  Department  av/ard  of  con- 
tracts for  envelopes# 

(e)  Articles  obtained  under  Federal  Supply  Schedule  contracts. 

As  used  above 9 the  term  Stores  Stock  Catalog  refers  to  the  Adminis- 
tration's national  stock  catalog  only  and  does  not  include  catalog 
supplements  issued  by  individual  supply  centers# 

Blind 4iade  Products  - Products  ]vlanufactured  by  Federal  Prison 
Industries,  Inc# 

Orders  for  all  such  products  as  are  stocked  by  GeS»Ao,  must  be 
placed  mth  the  appropriate  G.SoA.  regional  office,  except  (a) 
items  requiring  overseas  packing  (b)  where  ordering  activi.ty  is  so 
located  that  it  would  je  more  economical  or  practical  to  order 
direct#  In  such  cases  copy  of  purchase  order  is  to  be  sent  to 
G.S«A»  regional  office# 

Standard  Forms 

All  federal  agencies  are  required  to  obtain  standai’d  forms  as  listed 
in  the  Federal  Supply  Stores  Stock  Catalog  except  as  may  be  otheinvise 
authorized#  Exception;  Internal  agency  forms  or  other  forms  not 
listed  in  the  Stores  Stock  Catalog*, 

Out-of-Stock  Items  at  Regional  Offices 

It  is  the  policy  of  the  General  Services  Administration  to  back- 
order such  items  if  they  are  expected  to  become  available  for  ship- 
ment within  30  days#  Emergency  interim  needs  may  be  purchased  without 
further  clearance,  hovYever,  unless  othern^vise  notified,  the  total 
quantity  back-ordered  will  be  f'ornished  vj'hen  available# 

Out-of-stock  items  which  cannot  oe  delivered  within  30  days  will  be 
cancelled#  The  ordering  agency  should  then  (1)  detemine  whether  the 
items  can  be  elimijiated,  (2)  consider  substitution  (3)  include  the  item 
or  substitutes  in  a later  requisition# 

If,  after  these  considerations,  there  is  an  urgent  need  the  agency  may 
purcnase  elsewiiere  YTithout  further  clearance# 

Standard  foms.  Blind-made  and  Federal  Prison  Industries  products  will 
be  back-ordered  in  all  cases  and  agencies  advised  of  exc-ecoed  delivery 
da  te# 
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Planned  Re gui s it  i onin g; 

It  is^  of  course^  a primary  objective  to  establish  a schedule  which 
will  reduce  requisitioning  transactions  to  a minimunio 

The  frequency  and  timing  for  submission  of  stock  requisitions  should 
be  worked  out  vj'ith  the  General  Services  Administration  regional  office 
concerned.  Normally^  requirements  should  be  accumulated  between  agreed- 
upon  submission  dates  and  such  established  date  noted  on  each  requisi= 
tion. 

Urgent  requirements  may  be  submitted  between  scheduled  requisitioning 
dates  with  a justification  for  shipment  ahead  of  schedule. 

Requisitions  under  $25eOO  should  be  avoided  when  possible.  To 
accomplish  this  the  frequency  of  scheduled  submissions  may  be  reduced 
in  the  case  of  small  users ^ (quarterly^  semi-annual  or  even  annual  sub- 
missions  suggested  by  GoSoAo)  or  simplified  procurement  methods  (out- 
lined above)  adopted  Y/hen  practicable,  Hcw-ever^  v/here  supplies  are  not 
readily  available  from  commercial  sources^  GcSoA*  regional  offices  will 
service  small  users^  regardless  of  the  value  of  the  requisition. 

For  some  time  now  the  General  Services  Administration  has  maintained 
stabilized  stores  issue  prices  so  that  such  prices  re^main  firm  and 
uniform  for  all  supply  centers  Yvithin  a given  geographical  area  for  a 
specified  period  of  not  less  than  three  months.  For  that  purpose  three 
price  zones  have  been  established^  delineated^  in  general^  as  the  area 
from  the  Atlantic  Coast  to  the  Mississippi  River  forming  Zone  No,  1; 
from  the  Mississippi  River  to  the  Rocky  Mountains  forming  Zone  No,  2; 
and  from  the  Rocky  Mountain s to  the  Pacific  Coast  (including  Alaska) 
forming  Zone  No,  3<>  Zonal  boundaries  v/ill  appear  on  the  cover  sheet  of 
the  Zone  Price  Lists  which  will  be  distributed  by  the  several  supply 
centers  located  vriLthin  the  respective  zones. 

Each  agency  shall  insofar  as  possible  give  the  Federal  Supply  Service 
prior  notice  of  proposed  major  program  changes  which  may  reOj^uire  upward 
or  downward  adjustment  of  stores  inventories.  Each  agency  shall  also 
make  every  effort  to  schedule  its  requirements  in  a manner  which  will 
avoid  unnecessary  government  administrative  costs^  including  inventory 
investimentso 

The  Department  has  indicated  that  it  is  ‘*in  full  accord  Yd.th  the 
principle  of  utilization  of  stores  stock  to  the  fullest  extent  practic- 
able,” (Budget  and  Finance  Memorandum  No,  239=) 

11381  Type  of  Stock  Carried 

The  Stores  Stock  Catalog  of  the  General  Services  Administration  lists  a 
rather  v/ide  variety  of  items  and  also  a schedule  of  Blind“5iade  products, 
A complete  list  of  the  items  stocked  is  contained  in  the  catalog  index. 
It  is  issued  and  distributed  in  the  same  manner  as  the  Federal  Supply 
Schedule , 
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Full  instructions  for  preparing  and  submitting  purchase  orders  are 
contained  in  the  preface  to  the  Stores  Stock  Catalogo 

Transportation  methods^  charges^  billings^  etc»^  are  also  covered* 

These  instructions  appearing  in  the  catalog  are  changed  from  time 
to  time  by  the  General  Services  Administration  and  ordering  agencies 
should  be  governed  accordingly* 

113 e3  Unit  - Issue  Quantity  “ Price  Per  Unit 

The  schedule  of  stock  items  or  catalogs  listing  the  items  available 
from  G»SoAb  Stores  Stock  indicates  (a)  tte  unit^  (b)  issue  quantity^ 
and  (c)  price  per  unit*  Requirements^  therefore,  shall  be  stated  in 
the  number  of  units  designated  and  not  by  the  nu^er  of  individual 
items  desired*  For  example,  if  one  hundred  and  forty  four  each  of 
a particular  item  is  desired  and  the  unit  of  tliat  item  is  indicated 
in  the  catalog  as  '‘dozen”,  12  dozen  should  be  requested  and  not  144 
each.  The  issue  quantity  is  the  minimum  number  of  any  one  unit  which 
will  be  furnished*  For  example,  the  issue  for  cheese  cloth  may  be 
yard,  the  issue  quantity  may  be  indicated  as  one  50-yard  bolt.  The 
quantity,  tl:ierefore,  of  less  than  50  yards  shall  not  be  issued.  Re- 
quirements of  more  than  the  issue  quantity  shall  be  stated  in  multiples 
of  that  amount.  The  unit  price  indicated  in  the  schedule  is  the  price 
per  unit  and  not  the  price  per  unit  quantity*  In  instances  v^here  the 
unit  and/or  the  issue  quantity  indicates  in  the  schedule  of  stock 
items  or  catalog  exceeds  the  requirements  of  the  activity,  such  re= 
Q_uirements  shall  be  secured  from  other  sources, 

113 o 5 Method  of  Acquisition 

Items  obtainable  from  tiiis  source  for  Vvhich  the  State  Administrative 
Officer  or  his  alternate  is  authorized  to  procure  direct  w-ithout 
prior  approval  shall  be  obtained  by  the  issuance  of  purchase  order 
form  AD“38  (see  paragraph  172)  which  upon  preparation  shall  be  for= 
Tvarded  directly  to  the  appropriate  Go3*A»  regional  office.  Require-^ 
ments  for  other  items  for  which  authority  does  not  exist  for  direct 
purchase  should  be  transmitted  to  the  Adriinistrative  Services  Division, 
Washington,  D=.  C, 

113*6  Routing  of  Invoices  and  Credit  Memorandums 

Credit  memorandums  which  are  occasionally  issued  by  Federal  Supply 
Service  should  be  transmitted  promptly  to  the  employee  in  charge  of 
accounts  in  order  that  his  accounts  may  be  adjusted. 

Any  other  type  of  docimient  (including  invoice)  or  any  shortage  in 
shipment  which  v/ould  require  an  adjustment  in  the  accounts  should  be 
handled  in  the  same  manner® 
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The  Federal  Prison  Industries,  Inc»,  was  authorized  by  the  Act  of 
Congress  of  June  23,  1934  (18  U.S.C»  744  i)  snd  created  by  Executive 
Order  No<,  6917  dated  December  11,  1934  for  the  purpose  of  providing 
useful  and  stimulating  employment  to  the  inmates  of  federal  penal 
institutions. 

The  policy  of  the  Department  as  to  purchases  from  Federal  Prisons 
is  stated  in  5 AR  52  bs 

”b.  Policy;  Purchase  is  Mandatory.  Unless  otherwise  specifically 
authorized  by  lav«r,  products  of  the  Federal  Prison  Industries,  Inc«, 
must  be  purchased  from  that  source,  or  from  stock  of  such  products 
in  the  supply  centers  of  the  Federal  Supply  Service.  Such  products 
of  the  Federal  Prison  Didustries,  Inc.,  as  may  be  available  and 
meet  tte  requirements  of  the  ordering  agency  shall  be  purchased  at 
not  to  exceed  the  current  market  price.  The  General  Accounting 
Office  Vv-ill  not  approve  nor  allow  credit  for  purchases  of  ‘'available 
articles"  from  conmercial  sources  unless  prior  clearances  for  such 
purchases  have  been  obtained  (16  Comp.  Gen.  312)  except  under  the 
follomng  conditions  when  properly  certified  on  the  voucher; 

(1)  Yjhen  immediate  delivery  or  performance  is  required  by  the 
public  exigency. 

(2)  Y^lien  suitable  second-hand,  used,  or  excess  property  can  be 
procured. 

(3)  Yihen  procured  and  used  outside  the  continental  limits  of  the 
United  States  and  Alaska. 

(4)  When  a siugle  order  totals  $25*00  or  less,  or  'when  the  require- 
ment is  otherwise  covered  by  clearances  granted  in  the  schedule  of 
products  available. 

Purchase  may  be  made  without  clearance  by  Federal  Prison  Industries, 
Inc.,  of  items  from  existing  Federal  Supply  Schedule  contracts  in  the 
event  similar  items  are  obtainable  from  both  sources.  It  is  to  be 
assumed  that  the  Federal  Supply  Service,  in  awarding  the  contract  to  a 
commercial  concern  for  such  an  item,  has  obtained  the  necessary 
clearance  from  Federal  Prison  Industries,  Inc." 

The  "schedule  of  products"  referred  to  above  is  distributed  to  the 
Soil  Conservation  Service  state  offices  by  Federal  Prison  Industries, 
Inc.  It  contains  full  information  on  location  of  field  offices,  type 
of  industry  operated  at  each  institution,  method  of  ordering,  prices, 
clearances,  various  applicable  Comptroller  General  Decisions,  and 
other  pertinent  instructions. 
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Method  of  Acquisition « Certain  commonly  used  items  are  stocked  by  the 
supply  centers  of  the  Federal  Supply  Service  and  should  be  ordered  from 
the  center  normally  serving  the  ordering  office. 

Under  the  circumstances  described  belov;,  orders  in  duplicate) 

should  be  placed  vdth  U.  3.  Department  of  Justice^  Federal  Prison 
Industries,  Inc»,  ■'Washington  25,  D.  C. 

(a)  Items  not  carried  in  stock  by  supply  centers  of  the  Federal 
Supply  Service. 

(b)  Requirements  for  carload  lots  or  more. 

(c)  Items  requiring  overseas  packing. 

(d)  Iwhen  ordering  agency  is  located  viiere  it  vrould  be  more  practical 
and  economical  to  purchase  directly  from  the  manufacturing  facility. 

In  such  instances  copy  .of  the  purchase  order  should  be  furnished  the 
Fo3®3.  supply  center  normally  serving  the  agency. 

Government  Bill  of  Lading  should  be  submitted  with  the  purchase  order. 
Separate  orders  and  bills  of  lading  should  be  submitted  for  articles 
listed  in  different  sections  of  the  schedule  of  products. 

Clearance  to  purchase  from  a commercial  source  v/ill  be  given  if  the 
articles  ordered  cannot  be  furnished  or  undue  delay  would  occur  in  de= 
livery.  In  such  cases.  Formal  Clearance  Form  No,  34^  will  be  issued 
and  a copy  forwarded  to  the  General  Accounting  Office,  The  agency  copy 
should  be  attached  to  the  commercial  billing  or  voucher  to  comply  vrith 
G.A.Oe  requirements. 

For  obvious  reasons  orders  placed  mth  Federal  Prison  Industries  should 
indicate  latest  acceptable  delivery  date. 

If,  after  obtaining  clearance,  purchase  from  a commercial  source  is  not 
made  the  clearance  should  be  returned  for  cancellation, 

Purcliases  under  a clearance  must  be  identical  with  the  material  described 
in  the  clearance.  If  such  material  is  not  available  fron  commercial 
sources,  additional  clearance  is  required. 

Full  information  on  clearances  is  contained  in  the  preface  to  the 
schedule  of  products, 

115  Central  Supply  Section 

The  Central  Supply  Section  of  the  Department  of  Agriculture  is  estab- 
lished  for  the  purpose  of  furnishing  supplies,  materials,  forms,  etc., 
to  all  agencies  of  the  Department  in  vVashington. 
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The  materials  listed  in  the  Central  Supply  Section  catalog  are  avail- 
able to  field  offices 0 Plowever^  the  use  of  the  Central  Supply  Section 
by  the  field  offices  as  a source  of  supply  for  otrier  than  forms  is 
not  recomiaended  unless  the  desired  articles  are  not  available  from 
other  sources^  or  can  be  procured  cheaper  from  Central  Supply  Section^ 
freight  considered^  than  from  other  sources* 

115«1  Type  of  Stock  Carried 


The  stock  of  the  Central  Supply  Section  consists  of  items  which  iiave 
been  purchiased  from  the  Federal  Supply  Service^  existing  Federal  Supply 
Schedule  of  Supply  contracts^  by  issuance  of  invitations  to  bid  and 
open  market  purchases.  In  general^  the  stock  consists  of  administra- 
tive and  laboratory  supplies  fully  exemplified  by  the  Central  Supply 
Section  catalog  and  are  available  for  immediate  delivery  to  Ylashing-ton 
agencies  or  shipment  to  any  field  activity  a The  average  surcharge  for 
providing  service  to  Washington  and  field  activities  is 
12%  of  the  money  value  of  the  supplies,  plus  packing  which  is 
at  actual  cost  and  transportation  charges  y^hich  are  borne  by  the 
r e q ui sit i oning  office® 

(1)  Arrangement  of  Supply  Items  in  Catalog 


All  items  are  presented  in  numerical  sequence  by  stock  list  number  and 
may  be  quickly  located  in  the  catalog  by  referring  to  the  alphabetical 
index  of  all  articles  winch  is  a simple  key  to  the  exact  location  of 
the  detailed  description  of  the  article  desired.  Illustrations  by 
photograph  or  drayfings^  yvhere  necessary^  have  been  provided  for  a more 
clear  understanding  of  the  items 

(2)  Unit  of  Issue 

The  units  of  issue  on  items  carried  by  the  Central  Supply  Section  are 
in  most  instances  standard  units  such  as  quire^  ream^  dozen^  package^, 
100^  or  each,  Ho\yever^  all  items  requisitioned  from  the  Central  Supply 
Section  must  be  ordered  by  the  units  shoim.  since  units  md.ll  not  be 
broken  in  filling  bureau  requests. 

115.2  Forms 

Certain  over-printed^  serially-numbered^  or  othervvlse  altered  forms  are 
listed  in  the  Central  Supply  Section  catalog  and  are  available  from  tiiat 
section.  The  balance  of  these  standard  and  common  use  forms  are  stocked 
by  and  available  from  the  appropriate  supply  center  of  the  General 
Services  Administration,  These  forms  are  listed  in  the  Federal  Supply 
Service  store  stock  catalog.  They  may  be  obtained  in  the  same  manner 
as  other  regular  supply  items  and  are  cliargeable  to  the  .08  account  as  a 
supply  item. 
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Such  items  as  overprinted  forms  and  decalcomanias,  which  are  not 
stocked  by  the  Central  Supply  Section,  should  be  ordered  on 
separate  requisitions. 

115 • 5 Method  of  Acquisition 

Form  aD-14  shall  be  used  as  the  instrument  of  acquisition  for  all 
materials,  supplies  and  forms  obtained  from  the  Central  Supply 
Section.  (See  paragraph  171.) 

(1)  Supplies 

Supply  items  may  be  obtained  from  the  Central  Supply  Section  by 
submitting  Form  AD-14^  original  and  four  copies,  with  all  stock 
items  listed  in  stock  number  sequence.  Requisitions  covering 
supplies  must  be  encumbered  prior  to  submission  to  the  Washington 
office.  Prices  contained  in  the  Central  Supply  Section  catalog 
are  for  encumbrance  purposes  only  and,  therefore,  should  not  be 
indicated  on  copies  of  the  requisition, 

(2)  Forms 

AD,  SCS  and  other  forms  available  from  the  Central  Supply  Section 
should  be  obtained  by  requisition  ( AD-14)  submitted  in  original  and 
four  copies  through  the  Administrative  Services  Division,  vVashington, 

D.  C. 

(3)  New  Forms 

Nev/  forms  may  be  secured  by  submitting  Fona  aD-14^  original  and  four 
copies,  to  the  Administrative  Services  Division,  V.'ashington,  D.  C«, 
and  by  complying  wdth  instructions  contained  in  paragraphs  H5»3  and 

154.3. 


(4)  Forms  not  Stocked 

Forms  not  stocked  by  the  Central  Supply  Section  (or  G.S.A*  supply 
centers)  may  be  secured  by  submitting  AD-14^  original  and  one  copy, 
to  the  Washington  Administrative  Services  Division. 

116  Post  Office  Department  Contracts 

Each  year  the  Post  Office  Department  negotiates  term  contracts  for 
both  blank  and  printed  envelopes  required  for  use  by  the  Executive 
Departments  and  other  establishments  of  the  Federal  Government.  The 
Postmaster  General  only  is  vested  with  the  authority  to  make  contracts 
for  the  purchase  from  commercial  sources  of  such  blank  and  printed 
envelopes  required  by  government  activities.  It  is  mandatory,  there- 
fore, that  all  envelopes  purchased  from  commercial  sources  be  purchased 
from  such  contracts  as  awarded  by  the  Post  Office  Department# 
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116,1  Types  of  Envelopes 

The  Post  Office  Department  has  prepared  a schedule  covering  the 
awards  of  contracts^  covering  envelopes^  copies  of  which  are 
fonvarded  by  the  Administrative  Services  Division  in  Vfeshington 
to  each  of  the  state  offices  for  distribution  in  the  field®  The 
contracts  contained  therein  cover  envelopes^  printed  or  blank^ 
with  or  without  windows <, 

116 « 2 Authority 

State  Adrainistrative  Officers^  and  their  alternates^  are  authorized 
to  purchase  envelopes^  covered  by  existing  contracts  of  the  Post 
Office  Department^  direct  without  the  prior  approval  of  the 
Washington  office® 

1160 3 Method  of  Acquisition 

Purchases  of  envelopes  are  consummated  in  the  same  manner  as  any 
other  type  of  purchase  made  direct  from  the  vendor^  using  purchase 
order  form  AD-38®  For  specific  instructions^  see  paragraph  173® 

116 ®4  Special  Envelopes 

Should  the  necessity  arise  for  the  purchase  of  a special  envelope 
not  covered  by  any  existing  contract^  since  only  the  Post  Office 
Department  is  authorized  to  contract  for  envelopes^  it  shall  be 
necessary  that  such  requirenent  for  a special  envelope  be  secured 
by  means  of  a requisition^  Fom  aD-14^  transmitted  to  the  Adminis- 
trative Services  Division^  Washington,  D,  C®  The  requisition  shall 
adequately  describe  the  special  envelope  desired  and  be  accompanied 
by  at  least  20  samples  if  possible,  or,  if  not,  20  sketches  of  the 
type  of  envelope  desired®  The  request  should  be  accompanied  by  a 
brief  statement  as  to  the  intended  purpose  for  7/hich  the  special 
envelope  is  requested  and  as  to  why  no  one  of  the  standard  envelopes 
covered  by  contract  will  meet  the  requirement®  Upon  receipt  of  the 
requisition  in  the  YiAshington  office,  it  shall  be  referred  by  the 
Administrative  Ser^/ices  Division  through  the  Division  of  Procuremait 
and  Property  Management  of  the  Department  to  the  purchasing  office 
of  tte  Post  Office  Department  for  the  awarding  of  the  contract  to 
cover  the  special  requirement®  In  such  instances  the  Post  Office 
Department  usually,  upon  awarding  the  contract,  furnished  the 
requisitioning  bureau  with  a copy  of  the  contract  in  order  that  that 
bureau  may  place  purchase  order  direct  wdth  the  contractor o 

116*5  Reports 

Prior  to  the  solicitation  of  bids  for  each  contract  period,  the  Post 
Office  Department  requests  the  various  departments  to  furnish  esti- 
mated requirements  for  that  period*  As  it  is  impossible  to  determine 
the  precise  quantity  of  envelopes  which  Yfill  be  reo^uired  during  such 
contract  period,  it  has  proven  more  practical  to  base  estimated 


Administrative  Services  Division 


116 e 5 Continued 

requirements  upon  the  previous  requirements  for  similar  period  of 
time.  Since  the  estimates  of  the  Soil  Conservation  Service  for  both 
Washington  and  the  field  offices  are  included  by  the  Department  of 
Agriculture^  together  with  the  requirements  of  all  its  other 
bureaus,  in  order  that  the  estimate  may  be  furnished  with  the  mini- 
mum of  delay,  each  state  office  is  requested  to  furnish  the  Adminis- 
trative Services  Division,  Washington,  D.  C.,  a copy  of  each  purchase 
order  issued  by  the  state  office  covering  plain  or  printed  envelopes 
purchased  from  the  Post  Office  Department  contracts.  These  copies 
are  to  be  accumulated  and  submitted  quarterly  to  the  Washington 
office.  Orders  for  special  envelopes  for  a particular  requirement 
not  likely  to  recur  or  special  orders,  when  it  is  anticipated  similar 
orders  wfill  not  recur  during  the  next  contract  period,  need  not  be 
submitted  to  the  Washington  office c 

117  Government  Printing  Office 

In  addition  to  the  various  items  considered  by  the  government  as 
printing  and  binding  (see  paragraph  154)  there  are  also  available  to 
the  government  from  the  Government  Printing  Office  various  items  of 
paper  and  plain  envelopes  (not  including  envelopes  printed  in  the 
course  of  manufacture)  (see  paragraph  116)  and  miscellaneous 
stationery  supplies  including  publicationso  See  5 WR  54» 

117 el  Public  Printer 

The  Public  Printer,  U.  Sc  Government  Printing  Office,  is  authorized 
by  law  to  procure  under  direction  of  the  Joint  Body  on  Printing  and 
furnish  upon  request  paper  and  envelopes  (not  including  envelopes 
printed  in  t’ne  course  of  manufacture)  for  common  use  by  two  or  more 
departments,  establishments,  or  services  of  the  government  in  the 
District  of  Columbia  5 reimbursement  therefor  to  be  made  to  the  Public 
Printer  from  appropriations  or  funds  available  for  such  purposes. 

He,  furthermore,  is  authorized  to  stock  available  to  government 
activities  miscellaneous  stationery  supplies.  It  is  mandatoiy  tiiat 
the  departments  in  the  District  of  Columbia  secure  their  requirements 
for  such  items  from  the  Government  Printing  Office,  Procurement  from 
comimercial  sources  will  be  prohibited  unless  such  authority  or  release 
is  granted  by  tlie  Public  printer  to  do  so.  Although  it  is  mandatory 
that  these  items  be  procured  from  this  source  for  delivery  to  the 
various  activities  in  Yfashington  and  although  available  to  field 
activities  if  so  desired,  it  is  not  mandatory  that  such  field  offices 
secure  their  requirements  therefrom. 

(1)  Types  of  Items  Available 

The  various  items  of  blank  paper  and  envelopes  available  are  those  as 
listed  in  "Blank  Paper  and  Envelopes,  Stock  Catalog  and  Price  List  of 
the  U.  Se  Government  Printing  Office,  V^ashington,  D®  C»"  miscellaneous 
stationery  supply  items  available  are  those  listed  in  "Catalog  and 
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Price  List^  Miscellaneous  Supplies^  U.  3.  Government  Printing  Office^ 
Washington^  D.  C.*’  Copies  of  each  of  the  above  referred  to  catalog 
and  price  lists  will  be  referred  to  each  of  the  state  offices  of 
tile  Soil  Conservation  Service* 

(2)  Method  of  Acquisition 

Paragraph  154  outlines  the  procedure  for  procurement  of  printing 
and  binding.  The  Government  Printing  Office  will  deliver  other  items 
referred  to  above  as  listed  in  its  catalog  and  price  lists^  covering 
paper^  envelopes^  and  miscellaneous  stationery  supplies  direct  to 
ordering  offices o 

117 c2  Superintendent  of  Documents 

The  Superintendent  of  Documents^  Government  Printing  Office^  maintains 
stocks  of  various  government  publications  for  sale  to  the  various 
federal  activities  and  to  the  general  public.  Paragraph  156^  Books^ 
Publications^  Periodicals^  outlines  the  procedure  for  the  procurement 
of  publications  desired  by  the  field  offices.  In  the  event  state 
offices  are  properly  authorized  under  the  above  referred  to  paragraph 
and  it  has  been  administratively  decided  in  the  state  office  that 
purchase  of  the  publication  required  may  be  luade^  the  State  Adminis- 
trative Officer^  or  his  alternate,  may  issue  purchase  oraer  direct  to 
the  Superintendent  of  Documents,  Government  Printing  Office,  Washington, 
Do  C.,  for  the  publication  desired  for  direct  delivery  to  the  field 
office  concerned. 

118  National  Industries  for  the  Blind 

There  is  quoted  below  G.S.a.  Regulation  I-II-302.04  which  outlines 
the  method  of  acquisition  of  blind-made  products, 

»Blind“^.'Iade  Products.  Certain  blind-made  items  are  carried  in 
Administration  stores  stock.  All  Government  agencies  shall  obtain 
their  requirements  of  such  items  in  accordance  ivith  the  applicable 
provisions  of  section  307,00  of  this  Cliapter.” 

See  also  5 aR  53c 

119  Miscellaneous  Departmental  and  other  Federal  Contracts 

Each  year  the  Department  of  Agriculture  and  other  federal  depart- 
ments enter  into  consolidated  term  contracts  for  various  items  of 
supplies,  equipment,  services  not  included  under  Federal  Supply 
Schedule  contracts.  Some  of  these  contracts  are  mandatoi^-  on  all 
federal  activities  while  others  are  mandatory  only  on  the  particu- 
lar department  awarding  the  contract  or,  possibly  on  all  government 
activities  in  Yiashington,  Although  when  such  contracts  may  not  be 
mandatory  on  field  activities  the  privilege  is  extended  in  most  in- 
stances to  field  activities  which  may  desire  to  participate  there- 
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under.  In  cases  of  mandatory  contracts,  it  is  customary  for  the 
department  advertising  for  the  commodity  in  question  to  secure  the 
estimated  requirements  for  that  commodity  from  each  of  the  other 
departments  which  are  to  participate  thereunder.  In  such  instances 
the  Administrative  Services  Division  in  Washington  shall  notify  the 
state  offices  of  the  contemplated  contract  in  order  that  estimated 
requirements  may  be  submitted  for  inclusion  in  the  contract.  Upon 
award  of  such  contracts,  copies  thereof  or  contract  bulletins  or 
schedules  containing  such  contract  information  shall  be  furnished 
each  of  the  s'' ate  offices  concerned.  The  Administrative  Services 
Division  in  Washington  shall  request  from  the  Division  of  Procure- 
ment and  Property  Management  of  the  Department  copies  of  all  de- 
partmental term  contracts  in  sufficient  quantities  to  permit  dis- 
tribution to  each  of  the  state  offices  which  might  be  concerned 
in  order  that,  although  many  are  not  mandatory  on  field  offices, 
participation  thereunder  may  be  accomplished  if  desired. 

119*1  Departmental  Contracts 

The  Department  has  term  contracts  each  fiscal  year  for  film  strips 
and  for  the  making  of  motion  picture  prints  both  positive  and  nega- 
tive. Since  this  type  of  material  is  under  the  supervision  of  the 
Division  of  Motion  Pictures  and  because,  in  most  instances,'  orders 
for  this  type  of  material  require  prior  approval  of  that  division, 
these  contracts  usually  provide  for  issuance  of  the  order  in 
Washington  and*  for  delivery  to  Washington.  Requests  for  such  ma- 
terial, furthermore,  are  subject  to  prior  approval  of  the  Division 
of  Information  of  the  Soil  Conservation  Service,  Therefore,  requi- 
sitions shall  be  submitted  by  field  activities  through  the  state 
office  to  the  Administrative  Services  Division  in  Washington,  Upon 
distribution  of  copies  of  other  contracts  under  which  field  offices 
may  desire  to  participate,  information  shall  then  be  furnished  as 
to  whether  or  not  the  State  Administrative  Officers,  or  their 
alternates,  may  or  may  not  purchase  direct  from  the  contractor, 

119.2  Gasoline,  Fuel  Oil  (Diesel  and  Burner)  Kerosene,  Solvents  (Drum, 
Tank-Wagon,  Transport-Truck  and  Tank-Car  Delivery) 

The  General  Services  Administration,  through  its  regional  offices, 
each  year  awards  contracts  covering  all  of  these  commodities  except 
lubricating  oils.  Contracts  covering  the  latter  item  are  awarded  by 
Aniied  Services  Petroleum  Purchasing  Agency.  These  contracts  are 
mandatory  and  are  based  on  estimated  requirements  vrhich  each  agency 
submits  annually. 

The  submission  of  requirements  to  the  General  Services  Administration 
is  covered  by  5 aR  56,  a brief  summary  of  which  follows; 
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Submission  of  Requirements; 

Estimates  shall  be  prepared  and  submitted  in  original  only  on  the 
following  forms;  G3A  Form  211^  Gasoline;  G3A  From  212,  Diesel  Oil, 
Fuel  Oil  and  Kerosene;  GSA  Form  213,  Solvents, 

a.  A separate  requirement  form,  in  original  only,  shall  be  sub- 
mitted for  each  delivery  point. 

b.  Annual  requirements  for  less  than  2,000  gallons  of  gasoline, 
burner  fuel  or  diesel  oil,  or  500  gallons  of  kerosene  or  solvent 
for  one  delivery  point  shall  not  be  submitted, 

c.  Contracts  will  be  established  by  each  G,S,Ao  regional  office 
for  requirements  to  be  delivered  v/ithin  its  area  of  jurisdiction, 

d.  The  requirement  forms  shall  be  submitted  to  the  regional 
G.3,A.  office  serving  the  state  in  which  the  delivery  point  is 
located, 

3uch  forms  should  be  submitted  so  as  to  arrive  on  or  before 
February  1 of  each  year  shov>;ing  the  requirements  for  the  succeeding 
fiscal  year. 

Once  requirements  have  been  submitted  for  a particular  deliveiy 
point  and  requirements  do  not  change  for  subsequent  years,  a state- 
ment to  that  effect  ?dll  suffice.  In  other  words,  only  changed  re- 
quirements will  be  reported.  Unit,  minimum  delivery  quantities  and 
specifications  are  set  forth  in  the  schedules  issued  by  G.S,A« 

The  lubricating  oil  contracts  cover  practically  every  type  of 
lubricating  oil  for  which  there  Y>fould  be  a necessity  including 
specially  compounded  oils  for  diesel  engines.  The  con tracts provide 
for  the  guarantee  of  each  delivery  to  be  suitable  for  the  require- 
ments for  which  intended.  Excluded  from  these  contracts  are  greases, 
high  clear  lubricants,  and  oils  for  use  in  sewing  machines,  type- 
writers, adding,  calculating  machines,  etc. 

Furtheimore,  the  contracts  do  not  provide  for  purchases  of  any 
lubricating  oil  in  quantities  of  less  than  one  gallon.  Should  a 
special  need  develop  for  tank  wagon  or  drum  delivery  of  oil  not 
covered,  since  the  contract  as  awarded  by  the  Armed  Services 
Petroleum  Purchasing  Agency  is  mandatory,  it  shall  be  necessary 
that  a requisition  be  submitted  to  the  Administrative  Services 
Division  in  Uliashington  in  order  tiiat  clearance  inay  be  secured  to 
permit  procurement  of  the  special  requirement  from  other  sources, 

119.21  Lubricating  Oil 

Estimated  requirements  in  duplicate  for  lubricating  oil  and  a state- 
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laent  of  the  number  of  copies  of  schedules  required  for  use  within 
the  state  should  be  submitted  to  the  ^Vasiiington  Administrative  Services 
Division.  These  estimates  will  be  forwarded  through  the  Division  of 
Procurement  and  Property  Management,  Office  of  Budget  and  Finance,  to 
the  Armed  Services  Petroleum  Purchasing  Agency. 

The  state  offices  will  be  notified  each  year  as  to  the  date  of  sub- 
mission of  estimates  by  the  Vfeshington  Administrative  Services 
Division.  Upon  award,  copies  of  the  contracts  will  be  distributed 
by  the  Yu'ashington  Administrative  Services  Division. 

i 

119.22  Defaulting  Contractors  (Lubricating  Oil) 

A.  Purchases  cannot  be  made  against  the  account  of  defaulting  con- 
tractors until  the  contractor's  right  to  proceed  has  been  formally 
terminated  by  the  government.  The  contractual  right  granted  the 
government,  under  Clause  11  of  the  General  Provisions,  to  terminate 
for  default  may  be  exercised  only  by  the  contracting  officer  of  the 
Armed  Services  Petroleum  Purchasing  Agency, 

B.  Yihen  any  contractor  has  defaulted  on  deliveries  and  the  ordering 
activity  considers  it  in  the  best  interests  of  the  government  to 
formally  default  the  contractor,  the  ordering  activity  stiall  report 
the  following  to  the  offices  indicated  below, 

1.  Contract  number 

2.  Item  number 

3.  Date  Yi.’Titten  order  was  forwarded  contractor 

4.  Probable  date  contractor  received  written  order 

5 . Order  number 

6«.  Quantity  ordered 

7.  Date  delivery  was  to  be  raade 

8.  Reason,  if  any,  given  by  contractor  for  his  delay  or  default 

9.  Date  replacement  supplies  are  needed 

Such  report  may  refer  to  the  above  nine  categories  by  number  reference. 
After  reporting  the  ordering  activity  must  refuse  to  accept  any  deliv- 
eries tendered  by  the  defaulting  contractor.  Reports  should  be  for- 
warded tlirough  the  Washington  Administrative  Services  Division  to  the 
Armed  Services  Pet-roleum  Purchasing  Agency, 

C«  Upon  timely  receipt  of  such  infoimation  the  Armed  Services 
Petroleum  Purchasing  Agency  will,  if  advisable  upon  the  evidence  pre- 
sented, formally  default  contractor  and  then  advise  the  ordering  ac- 
tivities that  ASPPA  is  either  purchasing  desired  supplies  or  is 
authorizing  local  purchase  against  the  original  contractor's  account. 
Additional  instructions,  if  any,  concerning  the  default  action  will 
be  forwarded  at  the  same  time, 

D.  To  provide  evidence  of  the  excess  costs  to  be  assessed  against  the 
defaulting  contractor,  copies  of  all  delivery  orders  upon  both  the 
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defaulting  contractor  and  the  substitute  '‘open  market'*  supplier  must 
be  sent  to  aSPPA.  Such  copies  v/ill  be  forwarded  to  the  ASPPA  through 
the  Washington  Administrative  Se3rvices  Divisionr 

119.3  Gasoline  - Lubricating  Oil  (Service  Station  Delivery) 

The  term  "service  station  delivery"  as  applying  to  gasoline^ 
means  the  delivery  by  an  attendant  of  a service  station  of  motor 
fuel  directly  into  the  tank^  or  lubricating  oil  directly  into  the 
crankcase  of  govemment~o'';'/ned  or  operated^  motor-propelled  vehicles® 

The  General  Services  Administration  negotiates  contracts  for  service 
station  delivery  of  gasoline  and  oil.  Such  contracts  cover  the  48 
states  and  the  District  of  Columbia®  Multiple  contracts  are  con- 
summated in  given  localities  to  provide  the  greatest  convenience  and 
practicability  to  obtain  service  throughout  the  various  states  and 
the  District  of  Columbia  . In  rather  rare  instances^  hovj-ever^  awards 
may  not  be  made  to  cover  a particular  limited  area.  In  such  cases^ 
purchases  may  be  made  in  the  open  market  until  a Federal  Supply 
Schedule  contract  has  been  awarded.  (See  5 AR  66  (2).) 

It  is  the  policy  of  the  Service  to  purchase  regular  grade  motor  fuel 
only.  Federal  Specification  W-M--56la  covers  this  type  gasoline. 
Premium^  high  test  or  "Ethyl"  motor  fuel  may  not  be  purchased. 

Additional  Service  - Item  Available 

(1)  In  addition  to  gasoline  and  oil^  under  these  service  station  de- 
liveries accessory  services,  such  as  wnsliing,  lubricating  of  equipment, 
tire  and  tube  repairs,  cleaning  of  air  or  other  filters,  battery 
service  and  the  fumishong  of  accessory  equipment  normally  available 

to  the  public  in  general,  are  available  to  government  activities.  The 
provision  for  this  accessory  service,  however,  does  not  contemplate 
purchase  of  tires,  tubes,  batteries,  chains,  or  other  items  covered  by 
mandatory  Federal  Supply  Schedule  contracts  WixLch  normally  sliall  be 
purchased  from  the  mandatory  contract  concerned,  (See  112.1  (1).) 

’When  accessory  services  are  so  required  under  the  service  station  con- 
tracts, each  i-endered  accessory  service  shall  be  specifically  itemized 
on  the  delivery  ticket  and  invoice  of  the  contractor,  and  at  price  not 
to  exceed  prevailing  price  in  effect  at  the  time  and  place  where  the 
service  was  received,  less  all  applicable  discounts. 

(2)  Where  necessary  or  advisable  courtesy  cards  such  as  tliose 
ordinarily  furnished  the  general  public  may  be  obtained  from  Federal 
Supply  Schedule  ccntractors,  Hovrever,  the  promiscuous  use  of  such 
courtesy  cards  can  frequently  lead  to  abuse  and  it  will  be  tte  definite 
responsibility  of  the  administrative  officials  of  each  state  to 
properly  control  the  issuance  of  the  cards  and  have  all  purchases  of 
gasoline,  oil,  etc.,  adequately  accounted  for* 
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Each  year  the  Administrative  Services  Division  in  Vi’ashington  shall 
specifically  request  the  state  office  to  submit  estimated  coal  re- 
quirements (for  carload  or  greater  delivery)  for  activities  within 
the  state.  Estimates  upon  receipt  in  the  V/ashingbon  office  shall 
be  forvrarded  through  the  Division  of  Procurement  and  Property 
Management,  Office  of  Budget  and  Finance,  for  inclusion  in  consoli- 
dated advertisements  and  subsequent  contracts,  to  the  General 
Services  Administration. 

Copies  of  the  contracts  or  bulletins  containing  contract  information 
are  ftirnished  the  Administrative  Services  Division  in  Washington  and 
shall  be  transmitted  to  the  state  offices,  which  shall,  at  the  time 
contract  is  furnished,  be  advised  as  to  the  method  of  procuring  the 
coal  covered  thereby.  Requirements  for  coal  in  quantities  of  less 
than  carloads  shall  be  obtained  either  by  open  market  purchase  (see 
paragraph  120)  or  by  individual  local  contracts. 

120  Open  Market  Purchases 

(1)  Section  3709,  Revised  Statutes,  provides  that  except  as  other- 
Yd.se  provided  by  law,  all  purcliases  and  the  ccn  tracts  for  supplies 
or  services  in  any  of  the  departments  of  the  government,  except  for 
personal  services,  shall  be  made  by  advertising  a sufficient  time 
previously  for  proposals  respecting  the  same,  v/hen  the  public 
exigencies  do  not  require  the  immediate  delivery  of  the  articles  or 
performance  of  the  Services. 

(2)  Advertising  is  not  required  where  the  aggregate  amount  involY^d 
is  not  in  excess  of  the  amount  specified  by  laYf  as  being  available 
for  expenditure  lYithout  regard  to  Section  3709  or  v/here  it  could  not, 
from  the  nature  of  tlie  article  or  service,  result  in  competition  or 
v/here  it  Tfould  be  plainly  ineffective  to  reduce  expenses.  Illustra- 
tions  of  such  conditions  are  as  follows: 

The  articles  Y^anted  are  patented  or  copyrighted  and  not  on  sale  by 
dealers  but  by  the  oY/ners  of  the  patent  or  copyright  or  their  agents 
or  assigns  at  a fixed  and  uniform  price. 

There  is  only  one  dealer  Yd.thin  a practicable  distance  from  wiiom  the 
articles  can  be  obtained. 

Prices  or  rates  are  fixed  by  legislation  either  federal,  state,  or 
municipal,  or  by  ccmpetent  regulation. 

Previous  advertising  for  the  identical  purchase  has  produced  no 
proposals  or  only  such  as  were  unreasonable,  and  under  circumstances 
indicating  the  futility  of  further  advertising. 

(3)  Advertising  my  also  be  dispensed  wath  and  purchase  made  in  the 
open  mrket  T-^here  an  emergency  of  the  service  existing  prior  to  tte 
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order  T/ill  not  admit  of  the  delay  incident  thereto.  (See  130.) 

(4)  The  term  ’*open  market  purchases**  as  used  herein  and  following 
paragraphs  applies  only  to  those  purchases  effected  mthout  ad- 
vertising. 

(5)  The  aggregate  amount  specified  by  law  (Public  152_,  Slst 
Congress^  1st  Session)  as  being  available  for  e:xpenditure  without 
regard  to  R.  3.  3709  is  |;500«00.  This  legal  limiitation  may,  from 
time  to  time,  be  superseded  by  specific  legislation  or  by  appro- 
priation act  language,  at  which  time  notice  mil  be  given  for 
appropriate  ci]ange  (temporary  or  permanent)  in  this  section  of  tte 
handbook, 

121  Price  Inquiry 

Prices  for  purchases  to  be  made  in  the  open  market  shall  be  ob- 
tained by  informal  price  inquiry.  Such  inquiry  shall  not  be  con- 
sidered as  advertising  for  bids.  Prices  secured  by  means  of  in- 
formal inquiry  shall  not  be  considered  as  bids.  Prices  so  obtained 
shall  be  considered  merely  as  indication  as  to  the  price  at  which 
the  particular  item  in  question  is  available.  As  to  the  Department 
policy  regarding  price  inquiry,  see  5 AR  66. 

121.1  Metlx)d  of  Price  Inquiry 

Price  inquiry  ;iHy  be  made  by  oral  solicitation  either  by  telephone 
or  by  personal  contact.  Should,  the  vendor  from  whom  prices  are  de- 
sired be  located  in  another  city,  thus  making  oral  solicitation  in- 
convenient or  uneconomical  or  for  other  reasons,  price  inquiry  may 
be  made  by  ’mil.  Form.  SCS-136  is  prescribed  for  use  in  such  in- 
stances. The  price  secured  orally  should  be  made  a matter  of  record 
by  the  office  securing  same.  Dotation  should  include  the  vendor 
called  and  the  date  the  price  secured.  This  information  shall  be  re- 
tained in  the  purchase  order  file  in  the  office  issuing  the  order. 

121.2  Extent  of  Inquiry 

utere  the  amount  for  expenditure  is  v/itliin  the  open  market  limitation, 
competition  and  advertising  are  legally  unnecessary,  nathority  to  dis- 
pense n-fth  advertising,  liowever,  shall  not  be  caistrued  as  autliority  to 
dispense  with  reasonable  price  inquiry.  The  extent  of  the  inquiry,  if 
any,  will  be  governed  by  the  circumstances  and  t;yq5e  of  the  purclisise. 

121.3  List  of  Prospective  Bidders 

CoiTraercial  concerns  may  request  that  their  names  be  placed  on  the 
mailing  list  to  receive  inquiries  for  prices  on  the  various  items  for 
procurement.  Unless  the  concern  is  debarred  from  bidding  on  government 
recj_uirements,  such  requests  shall  be  complied  with  to  the  extent  it  is 
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reasonably  practical.  Upon  receipt  of  notice  of  the  debaimient  of  any 
concern  Y/hose  name  appears  on  the  mailing  list,  inquiries  from  tliat 
concern  shall  be  discontinued  for  the  period  of  tiiat  concern's  de- 
barment . 

121.5  Delegation  and  Redelegation 

The  authority  stated  in  paragraph  120  may  be  exercised  by  each  State 
Administrative  Officer  in  the  full  amount  of  $500.00,  except  as  pro- 
\dded  in  paragraph  122.  The  authority  may  be  redelegated  to  any 
office  in  any  amount  up  to  $500.00  considered  proper  by  the  state 
office.  There  shall  be  filed  vdth  the  Vfeshington  Administrative 
Services  Division  - and  kept  current  - a statement  from  each  state 
as  to  redelegations  made  under  this  authority,  in  the  exercise  of 
which  the  follovdng  standards  are  to  be  observed. 

1.  Only  such  authority  as  vrLll  be  used  sufficiently  frequently  to 
warrant  the  redelegation  sliall  be  passed  on  to  offices  belovf  the 
state  level. 

2.  Redelegation  is  to  be  made  only  to  those  offices  which  have  per- 
sonnel sufficiently  trained  and  experienced  to  use  the  authority  in 
proper  fashion. 

3.  Each  state  office  will  be  expected  to  furnish  offices  to  v/nich 
authority  is  redelegated  adequate  instructions  to  insure  proper  ad- 
ministration. 

122  Prohibited  and  Restricted  Open  L'arket  Fiu’chases 

Listed  belov;  is  a resLune  of  instances  where  routine  open  iiiarket  pur- 
chases (as  distinguished  from  e::iergency  open  market  purchases,  see 
paragraph  130)  may  not  be  made  except  as  individually  (and  briefly) 
noted. 

1.  Items  of  foreign  origin  except  as  provided  in  122. 3 • (dee  also 
5 AR  283  and  G.S.A.  Regulation  I-II-201 . 02 . ) 

2.  TiYine,  . . except  to  provide  materials  required  in  or  incident 
to  research  or  experimental  work  where  no  suitable  domestic  product 
is  available.  . « " (See  5 AR  96.)  Manila,  sisal  hemp,  etc.,  are 
not  of  domestic  origin. 

3.  Itsns  covered  by  mandatory  Federal  Supply  Schedul.e  contracts 
except  as  provided  in  each  schedule  (most  schedules  provide  a 
$25.00  exemption)  and  except  for  purc^ses  made  under  emergency  cir- 
cumstances Tdiich  must  be  justified  in  writing  in  a manner  satis- 
factory to  the  General  Accounting  Office,  or  unless  a prior  clearance 
has  been  obtained  from  trie  General  Services  Administration.  See 

5 AR  51  et  seq.,  and  G.S.A.  Regulation  I-II-303.02. 
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4*  '‘Restricted’*  items  as  enumerated  in  5 AR  112,  also  106,  112.7 
and  112,9  this  handbook. 

5*  Items  manufactured  by  National  Industries  for  the  Blind.  Orders 
for  |525«00  or  less  may  be  purctiased  wittiout  clearance  unless  procure- 
ment is  required  to  be  made  from  G.S.A*  stores  stock.  See  118  this 
handbook;  5 AR  53  and  G.S.A®  Regulation  I-II-307e04* 

6,  Items  manufactured  by  Federal  Prisons,  Inc.,  except  "when  a 
single  order  totals  $25»00  or  less,  when  the  requirement  is  other- 
wise covered  by  clearances  granted  in  the  schedule  of  products 
available,  and  when  procurement  is  not  required  to  be  made  from 
G.S.A.  stores  stock."  (5  AR  52  b.)  See  also  114  this  handbook  and 
G.S.A*  Regulation  1-11-308® 

7«  Articles  of  a personal  nature  except  as  provided  in  106  (1) 
tliis  handbook.  See  also  5 AR  92® 

8.  Items  available  from  Federal  Stores  Stock  except  as  provided  in 
113  this  Inndbook.  See  5 AR  50  b (6)  (b)  and  G.S«A.  Regulation 
I-II-302.02. 

122.1  Split  Purchases 

Requirements,  the  total  cost  of  vrtiich  exceeds  the  open  market  limi- 
tation, shall  not  be  split  so  as  to  bring  the  individual  purchase 
thereof  within  the  open  market  limitation. 

122.2  Continuing  Services 

Services  or  purchases  of  a continuing  nature  where  the  total  expendi- 
ture during  a given  fiscal  year  ivill  not  exceed  the  open  market 
authority  of  the  appropriation  involved,  may  be  handled  as  outlined 
in  230.  See  also  5 AR  66  a and  341o 

122.3  Purchase  of  Foreign  Materials 

A comprehensive  treatment  of  this  subject  is  contained  in  5 AR  283* 
This  includes  definitions,  exemptions,  the  differential  established 
by  the  Secretary  and  the  procedures  for  making  purchases  of  this 
type. 

It  should  be  emphasized  that  the  evaluation  differentials  contained 
tterein  are  confidential  (283  c (2)).  The  provisions  pertain 
principally  to  contract  purchases  but  are  equally  applicable  to  open 
market  purchases.  In  purchasing  from  other  government  agencies  or 
contracts  a?farded  by  such  agencies,  consideration  need  not  be  given 
to  foreign  materials  since  proper  compliance  with  the  law  is  the 
responsibility  of  such  agency  prior  to  award  or  purchase. 
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The  syllabus  of  a recent  decision  of  the  Com.ptroller  General 
(32  C.  G«  309)  states: 

i 

**Books^  periodicals^  magazines^  newspapers^  etc.,  are  subject  to 
the  foreign  product  purchase  restriction  of  the  Buy  American  Act* 

12  Comp.  Gen.  618  overruled.” 

The  Administrative  Regulations  (5  AR  283)  are  being  amended  to 
delegate  authority  to  determine  and  certify  as  to  nonavailability 
of  dcmestic  products  to  all  State  Conservationists  or  persons 
lawfully  acting  in  their  capacities® 

130  Emergency  Purchases 


IRien  the  public  exigencies  require  the  innuediate  delivery  of  articles 
or  performance  of  services,  the  articles  or  services  required  may  be 
procured  in  the  open  rrarket  in  the  n^anner  in  which  such  articles  are 
usually  bought  and  sold  or  such  services  engaged  between  individuals. 

As  “exigency”  is  a sudden  or  unexpected  event;  a perplexing  con- 
tingency or  complication  of  circumstance;  or  a sudden  or  unexpected 
occasion  for  action.  The  snail  purchase  procedure  and  cash  purchase 
plan  authorized  herein  are  not  intended  to  transfer  the  purchasing 
authorities  and  responsibilities  of  the  state  offices  to  the  work 
units,  work  groups,  and  other  offices  administratively  attached  to 
the  state  office.  However,  the  instructions  relative  to  preparation 
and  distribution  of  purcliase  orders,  receiving  reports,  etc,,  v.iich 
are  prescribed  for  the  state  office  proper  are  also  applicable  to 
those  other  offices  which  issue  their  own  purchase  orders.  The 
procedures  are  intended  solely  to  state  a facilitating  procedure  that 
would  enable  ivork  groups  and  work  unit  offices  to  pmcure  on  credit 
urgently  needed  materials,  supplies,  or  services  where  circumstances 
w-ould  not  permit  the  normal  requisitioning  procedure  through  tte  state 
offices  or  where  tiie  amomt  of  the  purchase  w'as  so  small  as  to  make  it 
more  practicable  to  pay  cash  and  claim  reim.bursement . They  do  not  con- 
template a multiplicity  of  miscellaneous  purchases  wliich  ordinarily 
would  be  procured  through  the  state  office  by  requisition.  See  5 ^xR 
66  b (1) 8 


140  Exchange 


The  Department  of  Agricriture,  under  Public  Lavf  152  (40  U.S.C.  421  (c)) 
and  regulations  issued  by  tha  General  Services  Administration,  is 
authorized  to  exchange  or  sell  similar  items  and  apply  the  exchange 
allowance  or  proceeds  of  sale  in  whole  or  in  part  payment  for  the 
property  acquired,  provided  that  any  such  transaction  shall  be  evidenced  j 
in  Yjriting»  The  term  “similar  items”  is  defined  belovv',  however,  it 
sho^old  be  noted  tiat  previous  restrictions  as  to  the  specific  items 
wiiich  could  be  exchanged  under  various  statutes  have  been  entirely 
superseded  by  public  Lav;  152,  Under  the  autiiority  of  this  statute  tlie 
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only  requirement  is  that  the  items  to  be  exchanged  are  within  the 
definition  of  »» similar”  as  stated  below  under  «Def initions” . The 
required  “evidence  in  writing”  may  be  in  the  form  of  a statement  on 
the  purchase  order,  where  the  purchase  precedes  the  sale,  or,  if  the 
sale  is  the  first  transaction,  on  the  sale  papers^ 

140.1  Definitions 

”The  term  ’excess  property’  means  any  property  under  the  control  of 
any  Federal  agency  which  is  not  required  for  its  needs  and  the  dis- 
charge of  its  responsibilities,  as  determined  by  the  head  thereof = 

The  term  ’surplus  property’  means  any  excess  property  not  required 
for  the  needs  and  the  discharge  of  the  responsibilities  of  all 
Federal  agencies  as  determined  by  the  Administrator c 

The  term  ’acquire’  means  procure,  purchase,  or  obtain  in  any  manner, 
including  transfer,  or  manufacture  or  production  at  Government -owned 
or  operated  plants  or  facilities*” 

’’Similar”  is  defined  in  the  Departmental  Regulations  (5  AR  248  c (1)) 
as  follows: 

”(1)  Similarity  of  items.  .Itans  of  -Jf — 'personal  property — may  be 
exchanged  for,  transferred,  or  sold  in  the  acquisition  of,  similar 
'X — ^personal  property — it  only.  Items  shall  be  deemed  similar  when; 

(a)  They  are  sub stantially  alike  in  all  material  aspects  and 
characteristics,  excluding,  however,  condition,  year  model,  size,  or 
capacity,  and  manufacturer; 

(b)  The  Head  of  the  Department,  or  his  representative  duly  authorized 
for  tte  purpose,  finds  in  writing  that  the  items  resemble  each  other  in 
most  material  aspects  and  characteristics  and  are  adaptable  to  the  same 
or  comparable  uses,  which  finding  shall  support  each  purchase  document 
covering  property  acquired  pursuant  ttereto  (the  agency  head’s  recommenda- 
tion outlining  the  facts  for  consideration  should  be  submitted  to  the 
Office  of  Budget  and  Finance);  or 

(c)  They  constitute  parts  of  or  for  assembled  items,  or  are  containers 
for  items,  which  items  are  similar  wdthin  the  meaning  of  (a)  or  (b) 
above . ” 

This  definition  is  the  same  as  that  appearing  in  GoS.A.  Personal 
Property  Regulation  No,  6 except  for  a portion  under  (b).  When  it  is 
necessary  to  obtain  a finding  in  writing,  as  provided  for  in  (b),  a 
statement  or  justification  or  explanation  should  be  forwarded  to  the 
Washington  Administrative  Services  Division  for  further  processing 
through  the  Administrator’s  office  as  required  by  the  regulations^ 
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Exchange  of  personal  property  by  executive  agencies  and  the  applica- 
tion of  the  exchange  allowance  or  proceeds  of  sale  of  personal 
property  in  the  acquisition  of  personal  property  by  executive 
agencies  under  section  201  (c)  of  the  act  shall  be  made  only  in 
accordance  mth  the  provisions  of  this  regulation. 

140.3  Ger^ral  Authorization 

Subject  to  the  provisions  of  this  regiilation^  executive  agencies  are 
hereby  authorized^  in  acquiring  personal  property  YJlthin  the  United 
States  or  elsevdiere^  to  exchange  or  sell  similar  items  and  apply  the 
exchange  allovvance  or  the  proceeds  of  sale  in  such  cases,  in  v/hole  or 
in  part  payment  for  the  property  acquired. 

140.4  Exchanges  and  Transfers  BetT.'cen  Executive  Agencies 

In  acquiring  personal  property,  executive  agencies  may  exchange 
similar  items  vath,  and  transfer  similar  items  to,  other  executive 
and  federal  agencies  upon  such  terms  as  may  be  agreed  upon  by  the 
agencies  concerned,  transfer  funds  in  accordance  vath  s'ach  terms, 
and  apply  the  exchange  allowance  or  proceeds  of  transfer  in  whole  or 
part  payment  for  personel  property  acquired.  Funds  transferred  as 
representing  the  difference  in  value  betv/een  items  so  exchanged  shall 
be  covered  into  miscellaneous  receipts  by  the  transferee  agency  unless 
(1)  other  disposition  is  authorized  by  law,  or  (2)  acquisition  ox  items 
in  addition  to  the  items  received  in  exchange  is  required  for  tbe 
perfonnance  of  tte  takes  or  operations  in  which  the  similar  items  ex- 
changed vrould  othe revise  have  been  used. 

140.5  Restrictions  and  Limitations 

(a)  This  regulation  authorized  the  application  of  exchange  allowances 
or  proceeds  of  sale  in  vrhole  or  part  payment  for  personal  property 
acogaired  only  w'hen: 

1.  The  items  sold  or  exchanged  are  similar  to  the  items  acquired 
(see  definition  above  for  clarification  of  the  \rord  ’'similar'’.) 

2.  The  items  acquired  are  to  be  used  (whether  or  not  intended  for 
additional  use)  in  the  performance  of  all  or  substantially  all  of 
the  tasks  or  operations  in  which  the  items  exchanged  or  sold  would 
othervTisc  be  used,  but  the  items  acquired  need  not  be  the  same  in 
number  nor  used  in  the  same  location  as  the  items  sold  or  exchanged; 
provided  tint  the  limitation  prescribed  in  this  paragraph  (2)  shall 
not  apply  vrith  respect  to  parts  or  ccntainers;  and  provided  further 
tmt  detailed  cross-identification  between  old  and  new  items  will  not 
be  required  in  the  absence  of  specific  requirements  of  law,  bub  in 
the  absence  of  such  cross-identification,  there  sliall  be  furnished  to 
the  General  Accounting  Office  sufficient  accounting  data  to  establish 
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that  the  items  acquired  v;6re  siaiilar  to  the  proceeds  of  sale  applied 
in  whole  or  part  payment  of  property  acquired  were  in  fact  available 
for  such  application^  and  tiiat  the  transaction  was  otherwise  in 
accordance  v/ith  the  provisions  of  this  regulation;  and 

3.  There  has  been  at  the  time  of  transfer  or  sale  an  administrative 
determination  to  apply  the  exchange  allowance  or  proceeds  of  sale  in 
acquiring  property  in  accordance  with  this  regulation,  which  deter- 
mination shall  support  each  schedule  of  collections  covering  such 
proceeds  of  saleh. 

This  regulation  shall  not  be  construed  to  authorize* 


1,  The  acquisition  of  personal  property  by  an  executive  agency  when 
such  acquisition  is  not  other^wise  authorized  by  law; 

2,  The  acquisition  of  personal  property  by  an  executive  agency  in 
contravention  of  any  restriction  upon  the  procurement  of  a commodity 
or  coraraoditie s,  or  any  replacement  policy  or  standard,  prescribed  by 
the  President  or  by  the  Administrator  pursuant  to  the  act; 

3»  The  purchase  or  acquisition  of  personal  property  otherwise  than 
under  a consolidated  purchasing  or  stores  'program  of  Federal  Supply 
Schedule  contract  v/here  procurement  under  such  program  or  contract  is 
required  by  regulations  or  other  directives  prescribed  by  the  Adminis- 
trator; provided,  that  an  executive  agency  acquiring  an  item  or  items 
under  and  in  accordance  with  such  program  or  contract  may  sell  or 
exchange  similar  items  and  apply  the  exchange  allow;ance  or  proceeds  of 
sale  as  provided  in  this  regulation;  or 

4.  The  sale,  transfer,  or  exchange  of  excess  or  surplus  property  in 
connection  with  the  purchase  or  acquisition  of  personal  property; 
provided  that  an  executive  agency  obtaining  items  of  excess  or  surplus 
property  as  authorized  by  law  may  thereafter  exchange  or  sell  such 
items  and  apply  the  exchange  allowance  or  proceeds  of  sales  in  accord- 
ance with  the  provisions  of  this  regulation. 

(b ) Ywa s hington  Approval 

1.  All  items  under  5AR42b  (3)>  (2)  Books  and  periodicals  (Librarian) 
2 AR  35)* 

The  approval  required  by  (b)  (1)  and  (2)  above  applies  primarily  to  the 
acquisitions  of  the  items  enumerated;  however,  since  an  acquisition  is 
alY^ays  involved  in  the  case  of  an  exciiange  the  necessary  approval  must 
be  obtained  before  the  transaction  is  initiated. 


140«6  Cash  Offers 

The  policy  of  the  Department  is  stated  ih  5 AR  248  es 
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”Y*liile  it  is  permissible  to  solicit  either  a cash  or  an  exciiange  offer 
for  any  item  tiie  exclaange  of  vheich  is  authorized  by  this  regulation^ 
it  shall  be  the  policy  of  this  Departmoit  to  solicit  both  cash  and 
exchange  offers  in  transactions  covering  these  items  unless; 

(1)  Recent  solicitation  for  identical  items  has  produced  only  one 
type  of  offer  under  circumstances  indicating  the  futility  of  further 
advertising  for  any  other  type  of  offers  or 

(2)  Solicitation  of  both  types  of  offers  for  the  -x- — personal  property— 
to  be  replaced  would  be  plainly  ineffective  in  reducing  the  cost  of  the 
acquisition,  s.g.,  by  reason  of  existing  commercial  practice  with  re- 
spect to  exchange  or  sale  of  such  items.  Hovv-ever;  (a)  items  may  be 
exchanged  or  transferred  between  agencies,  as  provided  in  subparagraph 
d above,  ?/-ithout  solicitation  of  bids,  (b)  bids  need  not  be  solicited 
vmen  the  personal  property  sought  to  be  acquired  may  be  procured 
without  solicitation  of  bids  under  applicable  laws  and  regulations, 

or  (c)  cash  bids  need  not  be  solicited  when  the  items  sought  to  be 
sold  or  exchanged  may  be  disposed  of  vlthout  solicitation  of  bids  wonder 
applicable  laws  and  regulations « 

liTnen  both  cash  and  exchange  offers  are  obtained,  only  the  offer  or 
combination  of  offers  resulting  in  the  lowest  net  cost  of  the  -x— 
personal  property— -x-  being  pur-chased  shall  be  accepted.'’ 

140.7  Solicitation  of  Bids 

Personal  Property  Regulation  No.  6 requires  that  bids  (cash  and/or  ex- 
change) be  solicited.  Paragraph  7 viiich  covers  this  subject  is  as 

follOY^S; 

”In  exercising  the  authority  granted  herein,  executive  agencies  shall 
at  all  times  consider  the  interest  of  the  Government  in  obtaining  the 
maximum  return  from  items  exchanged  or  soldo  In  disposing  of  personal 
property  hereunder  executive  agencies  shall  solicit  both  cash  and 
trade-in  bids  except  that  - 

a.  Items  may  be  exchanged  or  transferred  between  agencies  vd-thout 
’solicitation  of  bids*  (see  I4O.4) 


b.  Bids  need  not  be  solicited  when  the  personal  property  sought 
to  be  acquired  may  be  procured  without  solicitation  of  bids  under 
applicable  laviTS  and  regulations 5 

Ce  Ca sh  bids  need  not  be  solicited  when  the  items  sought  to  be  sold 
or  exchanged  may  be  disposed  of  without  solicitation  of  bids  under 
applicable  laws  and  regulations 5 

d.  Both  t^rpes  of  bids  need  not  be  solicited  wRen  recent  solicitation 
for  identical  items  has  produced  only  one  t^i)e  of  offer  under  cir- 
cumstances indicating  the  futility  of  further  advertising  for  any 
o tiler  type  of  offers 
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e«  Both  ty pe s oT  bids  need  not  be  solicited  v/hen  such  solicitation 
for  the  items  to  be  sold  or  exchanged  Y^ould  clearly  be  ineffective 
in  reducing  the  cost  of  the  acquisition^  e.g,^  by  reason  of  the 
existing  comaercial  practice  v-dth  respect  to  exchange  or  sale  of 
such  items. 


140c 8 Multiple  Trade-ins  - Exchange  or  Sale  of  Bore  than  One  item 

Departmental  Regulation  5 i'Jl  248  c (2)  does  not  require  that  the  items 
acquired  be  the  same  in  number  or  used  in  the  same  location  as  the 
items  sold  or  exchanged.  It  does  require^  except  for  parts  or  con- 
tainers, that  they  be  used  in  the  performance  of  all  or  substantially 
all  of  the  operations  in  v/hich  the  items  sold  or  excha.nged  v/ould 
0 the  Ionise  be  used. 


The  exchange  or  sale  of  equipment  actually  excess  to  the  needs  of  the 
Department  is  prohibited.  Such  excess  equipment  smuld  be  disposed 
of  in  accordance  uith  655  and  675  of  the  handbook® 

142  Credit  - Exchanges 

V.liere  the  purchase  involves  solicitation  of  bids  and  a subsequent 
contract,  the  exchange  or  sale  is  evidenced  in  vvriting  in  tre 
accepted  bid  or  bids  by  an  item  covering  trade-in  alloY:ance  or  cash 
offer.  This  is  followed  up  on  the  purchase  order  and  subsequent 
voucher  or  in  the  Schedule  of  Collections,  S.F,  1044» 

Yaiere  bids  are  not  solicited  and  the  purchase  is  made  in  the  open 
market  or  from  an  existing  contract,  the  purchase  order  and  subsequent 
voucher  shovv  the  purchase  item  less  trade-in  alloYfance  on  the  exchange 
item. 


Under  similar  circumstances,  but  Yuiere  trie  purcliase  of  new  equipment 
involves  the  sale  of  old  equipment,  in  lYhich  case  there  are  tv^o 
separate  transactions,  appropriate  cross  reference  should  be  made: 

1,  If  the  purchase  is  the  first  transaction,  the  requisition  and 
copies  of  the  order  should  indicate  the  approximate  numiber  of  pieces 

to  be  sold,  and  the  approximate  araount  of  proceeds  to  be  applied  against 
purchase  price.  Actually,  G.a.O.  Accounts  and  Procedures  Letter  14207, 
dated  August  2,  1949,  does  not  require  this  information,  but  it  is  con- 
sidered an  easy  Yvay  to  keep  all  concerned  advised  as  to  plans,  etc. 

It  is  definitely  not  necessary  to  list  eo^uipment  to  be  sold  in  any  way^ 
as  has  formerly  been  required. 

2.  If  the  sale  is  the  fii’st  transaction,  the  sale  papers  are  to  contain 
a statement  indicating  an  administrative  intent  to  replace  u'ithin  a 
period  not  to  exceed  the  fiscal  year  folloYring  that  in  v/hich  tre  sale  is 
made. 

General  Accounting  Office  ^iCcounting  Systems  memorandum  No.  23  Revised, 
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dated  June  19,  1953,  das  again  re^/ised  the  regulations  governing  the 
availability  of  proceeds  of  sale  of  personal  property. 

The  pertinent  portion  of  this  memorandum  is  as  follov^s; 

”2,  Time  Lmitation,  Except  as  othervmse  specifically  authorized, 
all  funds  obtained  from  the  sale  of  personal  property  vfill  be  avail- 
able during  the  fiscal  year  in  which  the  sale  is  made  and  for  one 
fiscal  year  thereafter  for  obligation  for  the  purchase  of  similar 
replacement  items  of  personal  property.  The  extended  period  of 
availability  is  applicable  to  sales  proceeds  presently  held  by  the 
agency  which  would  become  unavailable  under  previous  procedure  d'uring 
the  fiscal  year  1954.” 

For  further  information  on  exchanges  (particularly  where  advertising 
and  the  awarding  of  contracts  are  involved,  see  242.) 

143  Description  and  Location 

In  the  solicitation  of  exchange  allowances  and  cash  offers  on  an 
article  proposed  for  exchange  in  connection  with  the  procur-ement  of 
tlB  new  article,  solicitations  for  excliange  and  cash  offers  shall 
adequately  describe  the  article  for  exchangee  Description  of  thie 
article  offered  shall  indicate  the  make,  model,  age,  serial  number, 
manufacturer's  number,  or  any  other  identifying  numbers  wliich  may 
assist  in  the  proper  identification  of  tiB  article.  Since  the  item 
may  be  inspected  by  prospective  bidders,  mention  as  to  the  condition 
of  the  article  should  not  be  indicated  since  such  opinion,  if  ex- 
pressed by  the  government,  possibly  might  have  some  influence  over 
the  amounts  offered.  Since  the  prospective  bidders  may,  if  they  de- 
sire, inspect  the  article  offered,  solicitation  for  offers  should 
specifically  state  where  and  when  the  article  offered  for  exchange  may 
be  inspected,  iithen  so  stated,  the  article  offered  should  not  be  re- 
moved from  the  specified  point  during  the  time  declared  for  its  in- 
spection, Upon  completion  of  the  exchange  or  sale  and  upon  notifica- 
tion to  the  successful  bidder  that  the  equipment  is  available,  the 
item  shall  not  be  moved  from  the  location  specjiied  in  the  agreement. 

144  Application  of  Discounts 

Upon  acceptance  of  trade-in  allowance  for  old  equipment  on  the  pur- chase 
of  a new  article  in  the  event  the  purchase  price  of  the  new  article  is 
subject  to  the  trade  discount  and/or  time  discount  for  payment  vatliin 
a specified  time,  such  dj.scounts  shall  be  figured  on  the  gross  cost 
exclusive  of  the  trade-in  allavance,  unless  such  discounts  are  other- 
v«rise  specifically  stated  by  the  vendor  in  submitting  trade-in  allowance. 

150  Special  Items 

Heavy  equipment,  boats,  scientific,  experimental  and  engiieering  equip- 
ment (not  covered  by  Federal  Supply  Schedule  contracts),  printing  and 
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binding^  books_,  publications^  pc.riodiciils^  naps,  certain  iteas  for 
duplicating  and  duplicating  materials  are  for  procurement  or 
approval  by  the  '..ashington  office  only^  unless  otheiraise  specifically 
authorized.  The  restriction  on  engineering  equipuent  does  not  apply 
to  levels^  transits  and  alidades,  viiiich  are  authorized  for  purchase 
by  the  State  ndiiLinistrative  Officer,  or  iiis  altermte. 


150.1  Authority  to  Purclia.se  Surplus  Property 


State  Administrative  Officers  are  authorized  to  purchase  supplies 
and  equipment  from  surplus  property  disposal  agencies  or  other 
available  government  sources  of  supply,  subject  to  the  same  re- 
strictions as  outlined  in  paragraph  IO6  for  neviT  property  from 
comaercial  sources* 

Any  passenger-carrying  vehicles  purchased  under  this  authority  are 
subject  to  all  statutory  limitations  applicable  to  the  purchase  of 
similar  vehicles  from  other  sources  or  under  other  jirocurement  pro- 
cedures . 


It  mil  be  expected  that  the  purcliase  of  any  special  purpose  equip- 
ment not  heretofore  used  by  die  Service  ■will  be  cleared  Y>rith  tlie 
ha  s hing to  n of f ic  e . 

150.2  Authority  to  Purchase  Used  Heavy  Equipment  and  Harm  Machinery 

State  Adrainistrative  Officers,  or  their  alternates,  are  granted 
authority,  equal  to  the  contracting  authority  conferred  upon  them, 
to  purchase  used  construction  and  heavy  farm  machinery,  such  as 
combines,  binders,  land  levelers,  scrapers,  heavy  disc  plovi  and 
harroY^j's,  grain,  grass  and  fertilizer  drills  without  prior  approval. 

This  authority,  hoYiever,  is  subject  to  the  policy  restrictions  of  the 
Department  as  set  forth  in  5 ivR  345  a; 

'•Policy.  It  is  the  policy  of  this  Department  that  used  or  re- 
conditioned equipment  (not  replacement  parts  for  mechanical  equipment, 
such  as  reconditioned  motors  for  autoiaobiles,  et  cetera)  is  not  to  be 
purchased  when  new  equipment  is  available  at  a reasonable  cost*  New 
equipment  is  generally  sold  by  persons  having  an  interest  in  customer 
satisfaction^  also,  tlie  purchaser  of  new  equipment  is  reasonably  sure 
of  getting  quality  commensurate  to  the  price.  In  addition,  responsi- 
bility is  more  easily  fixed  than  when  used  equipment  is  purci'iased.  *• 

See  also  241.1  for  information  on  specification  provisions. 

151  Heavy  Equipment 

Ilea-vy  e qu pme nt  consists  of  but  is  not  necessarily  limited  to  the 
f olloYmng: 
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Trucks j trailers^  semi-trailers,  passenger  cars,  tractors,  tractor 
trail  builders,  road,  motor -propelled  and  elevated  graders,  terracing 
luachines,  cany-all  scrapers,  road  and  sheeps-foot  rollers,  and  all 
other  similar  read  building  equipment,  power  sliovels,  draglines, 
hoists,  concrete  mixers,  limestone  pulverizers,  rock  crushers,  com- 
pressors (except  tire  infl.ation  type),  electric  v, -elders,  combines, 
threshing^  machines,  and  other  similar  tyiDes  of  heavy  farm  machinery. 


n field  office  Fia.ving  requii^ement  for  such  heavy  equipment 
sider  the  possibility  of  utilizing  an  old  piece  of  siiailar 
which  i:ia.s  exceeded  its  term  of  efficiency'-  and  economic  use 
purpose  of  trade-in.  (dee  paragraph  I40.)  In  the  absence 
available  trade-in  v:ithin  the  state,  the  Washington  office 
be  advised  so  that  such  used  equipment  of  some  other  state 
applied  if  available  for  tliat  purpose. 


sijall  con- 
equipment 
for  the 
of  an 
shnll  so 
may  o e 


151.1  Passenger-Carrying  Vehicles,  Trucks  and  Pickups 


Quoted  below  in  part  is  5 AR  111.10.  For  more  complete  information, 
definitions,  and  citations  to  Coraptroller  General  decisions,  refer 
to  this  subsection  of  the  Administrative  Regulations , 


'View  li  ot  or  -Propelled  Vehicles , Pur  cm  ses  by  the  Federal  Supply  Service , 
agencies  witliin  tiie  continental  United  States  and  Alaska  sl'iall  procure 
through  the  General  Services  Administration  the  following  nev/  motor- 
propelled  vehicles  for  the  carriage  of  passengers  and  freight; 

Passenger  automobiles,  station  v/agons,  carryalls,  ambulances,  buses, 
motorcycles,  motor  scooters,  trucks  of  less  than  25,000  pounds  gross 
vehicle  rveight,  and  trailers  of  not  less  thmn  5 tons  and  not  ..lor-e 
than  12  tons  pay  load.  (Gee  also  *x- — subparagraph  h bolovr,  and  5 iUi 
611  e 3.  “i:-) 

Procurement  Time  Schedule . Purcirase  authorities,  in  accordance  with 
the  procedures  outlined  in  subparagraph  c below,  sirall  be  sLibmitted 
to  G3a  in  accordance  with  the  schedule  of  submission  dates  shovm  below; 


Category  and 

'P/'oe  of  Vehicle 
^ , 

(1)  Passenger  cars,  ambu- 
lances,  motor  scooters, 
mouorcycles,  station 
wagons 

(2)  Carryalls,  Trucks^,  (panel, 
sedan  delivery^  and  pickup), 
jeeps,  pow'0r  wagons 

(3)  Other  trucks,  trailers  and 
buses 


Final  Date  for  Submission 
of  Agency  purchase  Authorities 

10th  of  each  month 


20th  of  each  month 


Last  day  of  each  month 
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Bid  opening  dates  norraally  Y/ill  be  from  35  to  40  days  after  the 
monthly  submission  date  shown.  Approxhnate  thae  of  delivery  will 
range  from  30  to  75  days  after  issuance  of  purchase  order  by  GSA* 

In  order  to  afford  sufficient  time  for  the  orderly  completion  of 
purchases  before  June  30  each  year^  purchase  authorities  against  a 
current  year’s  appropriation  should  be  forv;arded  to  GSA  for  receipt 
there  by  May  10  for  vehicles  in  category  (1),  May  20  for  vehicles 
in  category  (2),  and  May  30  for  vehicles  in  category  (3)»  (See 
also  5 AR  386.) 

Emergency  Needs «.  Special  consideration  will  be  given  to  justifiable 
emergency  requirements^  but  in  such  cases  adequate  justification  for 
individual  purchase  action  must  accompany  the  purchase  authority.” 

To  expedite  handling,  all  requests  for  motor  vehicles  originating 
in  the  state  office  be  prepared  on  Form  AD-38  ’’Purchase  Order”  in 
lieu  of  Forra  AD-14  (Requisition).  Include  all  automobiles  for  the 
sarae  destination  on  one  purchase  order,  light  trucks  in  the  same 
manner  on  a separate  order,  and  all  other  trucks  on  still  a third 
order  so  that  they  may  be  forwarded  to  GSA-FSS  according  to  the 
schedule  of  dates  outlined  above. 

The  order  number,  date  and  signature  blocks  should  be  left  blank 
and  the  complete  set  with  carbons  transmitted  to  this  office.  A 
requisition  number  should  be  assigned,  however,  for  identification 
purposes  and  the  sufficient  funds  stamp  should  be  indicated  on  the 
'‘Accounting”  and  ’’Issuing  Office  File”  copies. 

In  our  procurement  procedure  for  acquiring  automotive  vehicles,  Y/e, 
perhaps,  have  not  availed  ourselves  of  specification  options  which 
will  be  most  advantageous  for  operation  and  maintenance.  For  ex- 
ample, we  have  not  been  specifying  the  rear  axle  ratio  desired  and 
consequently  have  been  getting  Yirhat  the  manufacturer  ordinarily 
supplies  in  the  locality.  It  is  true,  hoYfever,  not  all  manufacturers 
have  optional  rear  axles  for  automobiles  and  light  duty  trucks. 

There  are  enumerated  a few  of  the  things  yto  can  do  to  improve  our 
specifications  when  preparing  purchase  orders.  The  folloYiring  Federal 
Specifications  cover  most  of  the  vehicles  we  have  occasion  to  purchase. 
Everyone  concerned  Yfith  ordering  motor  vehicles  should  be  acquainted 
Y/ith  these  specifications. 

Interim  Fed.  Spec.  KKK-A-811  (GSA-FSS)  Automobiles  (100 — ^145  inch 
\^heelbase)  - for  use  in  ordering  all  classes  of  automobiles. 

Fed.  Spec.  KKK-T-7l6a  - Trucks 5 gasoline  engine,  4 wheels,  2 rear 
Yhieel  drive,  4200  pounds  GW,  For  use  in  ordering  § ton  pickups, 
sedan  deliveries,  etc,  A 3/4  ton  truck  may  be  obtained  by  specifying 
a minomuia  of  5700  lb.  GW, 
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Fed«  3 p8 c , KKK-T-719  ~ Trucks;  gasoline  engine^  4 wheels^  2 rear 
wheel  drive^  64OO  lbs,  GVIV,  For  use  in  ordering  1 ton  trucks. 

Fed,  Spec  a KKK-T”720  - Trucks^  gasoline  engine^  4 ■wheels^  2 rear 
wheel  drive^  10^000  lbs,  GYl*,  For  use  in  ordering  1%  ton  trucks. 

Fed,  Spec,  K^K”T-“701b  - Trucks;  gasoline  engine^  4 wheels,  2 rear- 
wheel  drive,  15^000  lbs,  GVh  and  over.  For  use  in  ordering  2 ton 
trucks  and  up  according  to  GW.~  specified. 

In  ordering  a truck  for  a specific  purpose,  the  ton  rating  is 
nominal  whereas  the  gross  vehicle  v:eight  is  the  determing  factor 
governing  how  the  truck  is  constructed.  Some  manufacturers  v-dll 
increase  the  nominal  classification  simply  by  increasing  the  size 
of  tires  and  capacity  of  springs  v;hile  others  -will  increase  the 
w^eight  of  frame  as  well,  he  should,  therefore,  carefully  ccnsider 
the  requireiiBnt s for  which  the  truck  is  to  be  used  and  specify  the 
minimum  GFu  acceptable.  For  pickup  trucks  used  primarily  for  per- 
sonnel transportation,  it  obviously  would  be  difficult  to  justify 
specifying  a minimum  GVh  greater  than  4200  po^mids.  However,  vre  are 
justified  in  specifying  larger  size  tires  than  are  ordinarly  supplied 
with  a truck  of  this  size,  if  required  for  proper  flotation  in  off- 
the-road  service. 

It  is  recommended  that  the  latest  specifications  of  the  more  popular 
makes  of  automobiles  and  trucks  be  reviewed  before  ordering  in  order 
to  know  what  optional  equipment  is  available.  Comparative  truck 
and  automobile  specifications  can  be  found  in  a number  of  cacmercial 
journals.  The  advice  and  assistance  of  our-  traveling  mechianics 
should  not  be  overlooked  in  selecting  vehicles  as  they  ha.ve  an  in- 
timate Imowledge  of  the  operating  conditions  and  service  requirements. 

There  are  sane  options  in  the  way  of  equipment  wfiich  may  be  had  at  no 
extra  cost  but  most  do  add  to  tl:e  cost  of  tte  vehicle.  For  tiiat 
reason  only  those  fealoi'es  which  will  result  in  low^ered  operating  and 
maintenance  costs  should  be  considered  in  the  interest  of  econoinj?-, 
Ho7:ever,  it  is  recognized  triat  in  certain  localities  the  proper  selec- 
tion of  axle  ratios,  4 speed  transmissions,  oversize  radiators  and 
fans,  etc.,  is  essential. 

In  order  that  there  be  some  uniformity  in  nomenclature,  purchase  orders 
for  motor  vehicles  submitted  to  tiis  Washington  administrative  Services 
Division  should  be  worded  according  to  the  samples  given  below. 

Automobile;  4 door  sedan  (or  2 door  sedan,  etc,);  latest  standard 
piv) auction  .model  to  be  in  accordance  with  Interim  Federal  Specification 
IC^K”A”811  (GS/k“F33)  T^q^e  I,  Class  D (or  T\q:e  II,  Class  a.  if  medium 
weight)  except  as  equipped  and  specified  as  follows; 
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1.  Painted  Gray  Vineyard  Green  - Fed.  Spec.  TT-C-595^  Spot  ,'1420 

2.  Cil  filter  - Fed.  Spec.  F-F-351^  lype  Class  2,  Heavy  Duty^ 

Junior  Size 

3.  Rear  axle  ratio  nee  rest  to  to  1 

4‘  Tires,  o,70  x I5  - 4 p»r.  on  y.^ide  base  rims  (7.10  x 15  ~ 4 p.r. 
for  lype  II'/  Class  A) 

5.  (continue  with  special  accessories  desired) 

Truck:  Pickup  body  (or  sedan  delivery,  stake  body,  etc.),  minimum 

GYii  4200  lbs.,  (4000  lbs.  for  sedan  delivery) 5 latest  standard  pro- 
duction model  to  be  in  accordance  with  Federal  Specification  IvKK-T- 
716s,  except  as  equipped  and  specified  as  follows; 

1.  Painted  Gray  Vineyard  Green  - Fed.  Spec.  TT-C-595j  Spot  ^1420 

2.  Oil  filter  - Fed,  Spec.  F-F-351^  Type  I,  Class  2,  Heavy  Duty, 

Junior  Size 

3.  Rear  axle  ratio  nearest  to  to  1 

4.  Tires,  x - p.r.  on  y/ide  base  rims 

5.  Front  and  rear  bumpers 

6. , (Extra  seat  if  desired  in  sedan  delivery) 

7.  (continue  with  specinl  accessories  desired) 

Trucks  under  other  federal  specifications  should  be  specified  folloy^- 
ing  the  same  pattern.  For  the  larger  trnicks  with  stake,  platform  or 
dump  bodies  give  minimum  length  or  capacity  of  body  desired  and  minimum 
CA  (cab  to  axle)  dimension.  Unless  COE  (cab  over  engine)  type  is 
specified  it  is  assumed  the  conventional  type  of  truck  is  desired. 

In  the  examples  above  the  Federal  Specification  TT-C-595<.  Spot  1420, 
for  Gray  Vineyard  Green,  covers  the  standard  Soil  Conservation  Service 
color  the  same  as  yre  have  been  specifying  in  the  past.  The  oil  filter 
specification  is  new  and  the  lype  I,  Class  2,  is  the  equivalent  of  the 
old  military  type  filter.,  It  is  of  the  replaceable  element  type  and 
of  a size  suitable  for  standardization  on  all  our  vehicles  yath  engines 
up  to  255  cubic  inch  displacement* 

Ev^ry  effort  should  be  made  to  place  the  bulk  of  your  orders  in  the 
first  quarter/  By  so  doing  advantage  can  be  taken  of  minimum  carload 
freight  rates  yj-here  deliveries  of  units,  in  multiples  of  four,  can  be 
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made  to  single  destinations « When  deliveries  of  single  vehicles  are 
called  for  we  run  the  risk  of  having  them  delivered  hy  a certified 
drive“away  company^  particularly  over  long  distances.  These  drive=- 
away  companies  are  recognized  by  and  acceptable  to  GSii.  They  can 
often  deliver  at  a lower  rate^  on  one  or  two  vehicles^  than  other 
means  of  transportation*  We  wish  to  avoid  having  our  vehicles  driven 
over  the  road^  except  short  distances  by  our  own  drivers. 

The  nuLiCrical  and  unit  cost  limitations  governing  the  Service  are 
also  stated  in  5 aR  111 9 10  and  are  partially  quoted  below* 

'^Numerical  Limitations » The  annual  Agriculture  appropriation  act 
establishes  a sin^e  total  lliiitation  on  the  number  of  cars  vdiich 
can  be  purchased  or  other\"^ise  acquired  by  the  Department  for  use 
outside  the  District  of  Columbia  during  the  fiscal  year,  Hoi^'.’ever^ 
additional  vehicle  acquisitions  may  be  authorized  in  supplemental 
appropriation  acts  or  other  lav/s.  Each  agency  of  the  Department  is 
advised^  through  the  allotment  process^  of  the  number  of  passenger 
motor  vehicles  wiiich  it  may  acquire  in  each  fiscal  ^^ear  for  use  both 
in.  the  field  and  in  the  District  of  Columbia, 

Linitation  on  unit  cost  o There  is  a limitation  fixed  by  law 
(Section  16^  Public  Law  6OO  - 79th  Congress^  and  a provision  carried 
annually  in  the  Independent  Offices  Appropriation  Act)  on  the  amount 
that  may  be  expended  for  any  single  passenger- carrying  vehicle*  The 
cost  of  the  vehicle  plus  the  cost  of  any  added  accessories  shall  not 
exceed  the  statutory"  unit-cost  limitation  (currently  ;|^1400)  applic- 
able at  the  time  of  tiie  purchase® 

Pursuant  to  this  regulation,  the  total  number  of  cars  assigned  to  the 
Soil  Conservation  Service  by  the  Department  v/ill  be  allocated  among 
the  various  state  offices  and  each  Ydll  be  advised  yearly  as  soon  as 
this  deterraination  has  been  made, 

.2  i^ccessories  - Repair  - Replacements  - Maintenance 

Because  of  the  limitation  on  the  amounts  which  may  be  expended  under 
paragraph  151®1  above,  care  must  be  taken  that  the  cost  or  value  of 
any  original  accessories  installed  does  not  cause  tlie  total  price  of 
the  car  completely  equipped  for  operation  to  exceed  the  statutory 
figure. 

In  this  connection,  it  mu.st  be  remembered  that  the  cost  of  ar^ 
original  accessories,  wdthin  the  meaning  of  those  covered  in  19  C«  G« 
988,  installed  on  a particular  unit,  even  though  furnished  from  stock 
from  another  unit^  or  secured  from  some  source  other  than  outright- 
purchase^  must  be  considered  as  part  of  the  cost  for  purposes  of  com- 
pliance vd-th  the  statutory  price  limitation. 
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Generally^  only  accessories  required  for  the  safe  and  efficient  operation 
of  equipment  are  to  be  procured.  In  all  instances  where  purchase  is 
made  under  advertised  specification^  any  accesories  required  in  the 
operation  of  the  equipment  should  be  included  as  a part  of  the  specif i- 
cations^  and  secured  under  the  purchase  agreement  for  the  basic  equip- 
ment. 

The  following  items  are  considered  as  repairs  as  distinguished  from 
accessorie  s: 

batteries  (replacements) ^ battery  charging  and  rental^  accessories 
(replacements)^  painting  and  reconditioning;  reconditioning  and 
repairing  of  parts^  repair  labor^  repair  parts^  washing^  polishing^ 
waxing^  towing  (if  for  the  purpose  of  repair,) 

Excluded  from  the  list  of  items  considered  as  accessories  or  repairs 
are  the  following  items^  purchase  of  Yirhich  should  not  be  included  in 
the  purchase  price  limitation  or  repairs^  which  are  considered  as 
for  use  in^  on^  or  with,  passenger  cars  and  which  are  for  the  con- 
venience, comfort,  or  safety  of  the  passenger  but  not  permanently 
attached  to  or  installed  on  the  car; 

tire  chains,  towing  chains,  fire  extinguishers,  flares,  robes, 
seat  covers,  etc. 

Maintenance  and  operating  expense  of  a passenger  car  are  excluded 
from  legislative  limitation  and  consist  of  the  following  items: 

garage  rental,  gas,  oil,  grease,  greasing,  salary  of  operator, 
storage,  tubes,  tires,  tire  and  tube  repairs,  tire  linings,  tire 
replacements,  chains,  towing  (if  for  other  than  repair,) 

(1)  Authority 

Although  the  original  purchase  of  passenger-carrying  equipment  is 
restricted  to  the  YiTashington  office  only  and  the  cost  of  accessories 
therefor  is  to  be  added  to  and  considered  as  a part  of  the  total  cost 
of  the  unit,  authority  is  delegated  to  the  State  Administrative  Officer, 
or  his  alternate,  and  may  be  delegated  to  field  offices  under  iiis 
supervision  to  procure  direct  without  prior  approval  of  the  Washington 
office,  such  items  of  accessories,  repairs,  etc,,  as  may  be  required 
for  automotive  equipment, 

(2)  Statutory  Limitations 
See  paragraph  151 ®1. 

153  Scientific,  Experimental,  Engineering  Equipment  - Precision  Instruments 
Scientific,  experimental  engineering  equipment  - precision  instruments 
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(not  covered  by  Federal  Supply  Schedule)  are  for  approval  and  pro- 
curement^ unless  otheri'^/ise  specifically  authorized^  in  Washington# 

(See  paragraph  I50  which  authorizes  purchase  of  dumpy,  farm 

and  architects  levels#) 

153.1  Authority 

State  Administrative  Officers  and  their  alternates  are  authorized 
to  procure  this  type  of  equipment  direct  without  prior  approval 
only  in  the  event  such  items  are  covered  by  existing  Federal  Supply 
Schedule  contracts  and  fall  within  the  particular  class  of  the 
Federal  Supply  Schedule,  authority  for  the  direct  purchase  of  wiiich 
has  been  delegated  to  the  field#  (See  paragraph  112»7  and  112#9.) 

153.2  Method  of  Acquisition 

Field  offices  desiring  equipment  requiring  approval  of  the  Adminis- 
trative Services  Division  in  V/ashington  as  described  above  shall 
make  known  their  requirements  by  means  of  requisition  foims,  (See 
paragraph  171.1.) 

154  Printing  and  Binding 

(1)  All  printing,  binding,  and  blank -book  work  for  Congress,  the 
Executive  Office,  the  Judiciary  (other  than  the  Supreme  Court  of  the 
United  States)  and  every  executive  department,  independent  office, 
and  establishment  of  the  government,  shall  be  done  at  the  Government 
Printing  Office,  except  (1)  such  classes  of  v^rk  as  shall  be  deemed 
by  the  Joint  Committee  on  Printing  to  be  urgent  or  necessary  to 
have  done  elsewhere;  and  (2)  printing  in  field  printing  plants 
operated  by  any  such  executive  department,  independent  office,  or 
establishment,  and  the  procurement  of  printing  by  any  such  executive 
department,  independent  office,  or  establishment  from  allotments  for 
contract  field  printing,  if  approved  by  the  Joint  Committee  on 
printing.  (44  U.S.C.  111.)  Aliere  circumstances  warrant,  state 
offices  may  obtain  authority  for  contract  field  printing  from  the 
Information  Division  in  Washington.  Such  authority  is  contingent, 
of  course,  on  the  contractual  authority  delegated  to  a particular- 
state  office  (see  201  for  information  on  contractual  authority  and 
120  on  open  market  authority.) 

(2)  The  tern  '‘printing'*  is  construed  to  include  all  common  processes 
of  reproduction  such  as  relief,  intaglio,  or  planographic,  and  binding 
operations  required  to  canplete  manufacture,  incliiding  office-type 
duplicating  machines  operated  in  connection  with  authorized  printing 
plants,  but  will  not  include  office-t;>q)e  duplicating  machines  wrriich 
are  not  operated  in  connection  ■with  authorized  printing  plants  and 
whdch; 

(a)  Utilize  stencils,  masters,  or  direct-image  plates  prepared  by 
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typewriter  or  other  office  device  capable  of  typing  or  producing 
typing. 

(b)  Produce  no  more  copies  of  any  document  than  can  be  obtained 
from  any  one  stencil^  mster^  or  direct-image  plate^  or  any  one  set 
of  sarae  at  one  or  more  than  one  successive  machine  ruh. 

(c)  Require  no  binding  or  finishing  operations  in  connection  with 
tlfje  product  thereof  otJrier  than  those  which  can  be  performed  with 
office-type  folding  machines  capable  of  handling  sheets  not  larger 
than  14  X 20  inches  or  strictly  office-type  collating^  stapling^  or 
punching  machines,  (installations  requiring  power-operated  cutting 
raachines  in  connection  with  printing  or  reproduction  equipment  are 
considered  by  the  coiamittee  to  be  printing  plants.) 

(3)  Generally^  all  printing  and  binding,  except  as  may  be  obtained 
from  Class  A printing  plants  in  Soil  Conservation  Service  field 
cartographic  plants,  including  any  item  requiring  performance  of  a 
printing  and  binding  opeiation  which  includes  ruling,  folding,  per- 
forating, lithographing,  machine  numbering,  cutting  of  paper, 
rounding  of  comers  and  similar  operations,  as  well  as  ordinary 
letter-press  printing  and  binding  process,  must  be  obtained  from 
the  Government  Printing  Office  through  the  Office  of  Information  of 
the  Department . 

The  Department  of  Agriculture  Appropriation  Act  provides  that  funds 
available  to  the  Department  m.ay  be  used  for  printing  and  binding; 
therefore,  all  appropriations  available  to  us  may  be  used  for 
printing  and  binding  expense.  However,  for  administrative  purposes 
it  has  been  determined  that  all  printing  and  binding  charges  (except 
contract  field  printing)  will  be  charged  to  one  central  account  in 
tlie  W'asliington  office®  Ttiis  account  covers  general  printing  of 
foms,  letterheads,  and  the  cost  of  printing  all  publications, 
pamphlets,  manuscripts,  etc. 

154«1  Purchase,  Exchange,  or  Transfer  of  Equipment 

Authority  to  purchase,  exchange,  or  transfer  all  printing,  binding, 
and  related  or  auxiliary  equipment  shall  be  obtained  from  the  Joint 
Committee  on  Printing®  Requests  for  such  authority  shall  be  accaa- 
panied  by  a complete  description  of  the  article  or  articles  in 
question,  giving  location,  quantity,  make,  size,  condition,  cost, 
estiraated  value,  etc.,  and  shall  be  su.bmitted  in  duplicate.  Hovirever, 
this  regulation  shall  not  be  construed  as  applying  to  minor  replace- 
ments of  type,  material,  or  parts  necessary  in  making  repairs  to 
machinery  and  equipment,  "When  any  transaction  authorized  under  this 
paragraph  has  been  completed,  the  committee  shall  be  imiaediately 
notified  thereof  on  form  accompanying  the  authorization. 
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(1)  Other  than  blank  books,  any  item  which  must  be  printed  or  bound 
to  government  order,  or  on  which  any  printing  operations  are  necessary 
to  make  them  ansTPrer  tte  needs  of  governiaent  are  printing  and  binding 
operations  and  shall  be  procured  from  the  Government  Printing  Office 
and  charged  to  the  printing  and  binding  account.  The  folloviring  items 
are  specifically  cited  as  not  falling  within  the  purview  of  printing 


and  binding  but  are  considered  as 

Pads,  ruled  and  unruled 
Pads,  calendar 
Pads,  columnar 
Cards,  guide,  raonthly 
Sheets,  backing  (punched 
but  not  printed) 

Fillers,  looseleaf  binder 
Indices,  looseleaf  binder 
Indices,  tab,  alphabetical 
Sheets,  ledger 
Labels,  gummed 

Decalcomania  transfers  carried  as 
to  the  public  generally  and  which 
after  receipt  of  an  order  are  not 
Gen.  B-96007.) 

(2)  Blank  Books 


supplies.  (5  aR  54  (4).) 

Labels,  dispensing  set 
Labels,  poison 
Paper,  graph 
Paper,  cross  section 
Paper,  profile 
Cloth,  ruled  tracing 
Cards,  index,  library 
Dials,  watchmens  clocks 
And  other  similar  paper 
articles,  including 
stenographer’s  notebooks 

stock  items  available  at  all  times 
do  not  require  any  printing  operation 
to  be  construed  as  printing.  (Comp. 


The  law  requires  that  all  blank  books  be  ordered  from  or  through  the 
Government  Printing  Office.  Requests  for  blank  books  be  submitted  on 
requisition  Form  AD~14^  to  "ilashington  for  ordering  from  the  Government 
Printing  Office  from  the  Printing  and  Binding  account. 

For  the  sake  of  a definition,  a blank  book  is  any  book  requiring  printing 
binding,  or  ruling  operations  for  its  manufacture,  and  the  primary  pur- 
pose of  which  is  for  w'-riting,  sketching,  or  making  entries  therein. 
Generally  it  must  have  covers,  however  light,  and  be  stitched  with  wfire 
or  tl:iread  to  be  considered  a book.  If  the  pages  are  merely  held  together 
with  an  adhesive,  it  is  usually  a ’’pad”  not  a book. 

154.3  Administrative  Supervision 

Administrative  supervision  over  all  printing  and  binding,  including  con- 
tract field  printing  and  printing  in  Class  A printing  plants  of  Soil 
Conservation  Service  field  cartographic  plants,  contract  field  printing, 
exclusive  of  certain  fiscal  and  procurement  details,  rests  virith  the 
Information  Division  in  Washington.  That  division  is  responsible  to 
the  Director  of  Information  of  the  Department  for  seeing  that  statutory 
and  otherrestrictions  are  observed.  (See  Departmental  Regulations 
3 AR  176,  195-197.) 
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All  printing  procured  in  the  field  - other  than  printing  obtained 
from  the  Government  Printing  Office  through  the  Washington  office 
or  printing  done  in  Class  A printing  plants  (cartographic  field 
plants)  - is  called  contract  field  printing.  Examples  of  contract 
field  printing  include;  the  binding  of  one  or  two  books^  ''rush'* 
printing  of  a bulletin  or  form  -viihen  shortness  of  time  does  not  . 
peimit  Gro  printing ^ printing  of  a bulletin  for  use  in  one  or  two 
states  or  smaller  area  which  does  not  justify  use  of  i’iiashington 
and  GPO  facilities.  (Even  in  such  cases  use  of  Soil  Conservation 
Service  Class  A plants  should  be  considered.) 

As  outlined  in  paragraph  154 • 3^  contract  field  printing  remains 
printingi  therefore^  supervision  thereof  rests  with  the  Division 
of  Information, 

155*2  Requests  for 

Yithen  a need  for  contract  field  printing  arises^  the  State  Conser- 
vationist should  request  authority  from  the  Division  of  Information 
in  1/Yashington . Request  may  be  made  by  letter^  telegram^  or  phone 
cali^  giving  the  following  information.  The  need  that  exists^ 
title  and  general  subject  matter  of  the  publication  or  other  ma- 
terial to  be  pilntedj  number  of  copies  required^  whether  the  job 
includes  illustrations  and  T»jhat  kind^  and  estimated  cost  of  having 
the  job  done  by  commercial  printer  or  a field  government  printing 
plant.  Before  requesting  authority^  the  state  office  shall  have 
secured  the  necessary  bids  from  commercial  printers  or  GPO  field 
plants.  If  the  Information  Division  approves  the  printing^  it 
will  give  authority  to  use  funds  already  allotted  to  the  state. 

It  mil  also  notify  the  Budget  and  Finance  Division  so  proper 
record  can  be  made  of  the  authority  granted.  If  the  printing  job 
cannot  be  handled  out  of  the  state’s  regular  funds^  additional 
allotment  to  cover  the  job  must  be  received  from  the  Budget  and 
Finance  Division. 

(Note;  No  prior  Washington  approval  is  needed  to  have  multilith 
or  offset  printin g,f>done  in  the  Class  A printing  plants  in  the 
field  cartographic  plants.  State  offices  should  request  such  re- 
production direct  from  the  cartographic  plant.  It  is  done  on  a 
reimbursable  basis  the  same  as  other  cartographic  services.) 
Washington  approval  is  required  on  printing  to  be  done  in  a 
commercial  plant  or  by  a government  printing  plant  other  than 
Soil  Conservation  Service  field  cartographic  plants. 

Authority 

The  State  Administrative  Officer^  or  alternate^  is  authorized  to 
procure  such  material  mthout  prior  approval  of  the  Administrative 
Services  Division  only  in  the  event  the  request  for  field  printing 
is  accompanied  by  authorization  by  the  Wastiiigton  Division  of 
Information, 
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The  procuring  office  shall  first  consider  the  practicability  of 
getting  the  work  done  at  the  nearest  authorized  government  field 
printing  plant  locations  of  virhich  are  listed  under  Title  4 of  the 
Printing  and  Binding  Regulations  dated  July  1^,  1949j  No,  2, 
published  by  the  Joint  Committee  on  Printing*  In  the  event  that 
it  is  not  practicable  to  obtain  the  iiork  from  a government  plants 
any  convenient  comraercial  source  may  be  contacted.  The  open 
market  purchase  limitation  applied  to  field  printing  as  on  any 
other  purchase,  (See  paragraph  120,)  Cost  of  field  printing  ex- 
ceeding the  open  market  limitation  requires  advertising  for  bids, 

156  Published  Material 

published  materials  are  considered  to  consist  of  printed  books  of 
reference^  printed  bulletins^  periodicals^  newspapers,  etc.,  as 
may  be  required  for  the  efficient  conduct  of  official  v/ork.  (See 
paragraph  156,2  for  exceptions.)  Bound  books  such  as  dictionaries 
(usually  on  Federal  Supply  Schedule  contracts)  and  bound  volumes 
of  Comptroller  General’s  Decisions  are  considered  as  working  tools 
of  the  Library  and  must  be  procured  as  outlined  in  paragraph  156,1 
below. 

156.1  Method  of  Acquisition 

Under  present  procedures  authorized  by  the  Library,  the  Service  is 
permitted  to  procure  working  tools  from  schedule  or  other  sources 
in  the  same  manrier  as  other  nonexpendable  property  is  acquired. 

After  purchase,  working  tools  are  the  property  of  the  Library  and 
are  considered  to  be  on  loan  to  the  Service.  For  definition  of 
working  tool  and  accountability  procedure,  see  626,1  and  626,3* 

For  limitation  on  the  purchase  of  other  published  materials,  see 

156.2  (7). 

If  the  books  are  ordered  by  the  Yfashington  Information  Division 
from  the  Government  Printing  Office  (from  printing  and  binding  funds), 
one  copy  of  the  book  vfith  a distribution  list  will  be  forwarded  to 
the  Washington  Library  for  a detemination  as  to  w'hether  they  are 
w'orking  tools.  If  they  are,  all  books  will  be  turned  over  to  the 
Wasiiington  Administrative  Services  Division  for  further  handling  in 
accordance  with  626,2  (d) , 

156.2  Exceptions 

(1)  The  following  types  of  material,  although  published  material, 
are  not  considered  as  such  in  the  ordinary  sense. 

(a)  Personnel  Managanent  material,  as  listed  in  (2)  belov/. 

(b)  Material  purely  administrative  in  nature,  such  as  Department 
Regulations,  Postal  Guides  and  Regulations,  Federal  Registers, 
Government  Salary  Tables,  Simplified  Practice  Recommendations, 
Federal  Specifications,  Federal  Supply  Schedule,  memoranda 
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and  instructions  and  other  mimeographed  material  duplicated  by 
the  Washington  administrative  office. 

(c)  Reprints  of  articles  published  in  non-govemment  periodicals. 

(d)  The  magazine  ”Soil  Conservation . 

(e)  Maps 

(f)  Federal  and  State  Bulletins 

(g)  Expendable  Publications  costing  less  less  than  $1.00 

(2)  Personnel  Management  Material  issued  by  Federal  Agencies 

The  Division  of  Personnel  Management  will  be  responsible  for  deter™ 
mining  which  bulletins^  regulations  and  instructions  dealing  with 
personnel  administration  issued  ty  federal  agencies  shall  be  pro- 
cured and  distributed. 

After  approval  by  the  Personnel  Management  Division  the  procurement 
will  be  handled  in  the  same  manner  as  other  administrative  supplies. 

Books^  periodicals^  and  other  publications  on  personnel  administra- 
tion wirdch  are  required  for  reference  or  other  temporaiy  uses  should 
be  borrowed  from  the  Washington  and  regional  Libraries^  wherever 
possible.  See  2 AR  28  for  list  of  Libraries. 

(3)  Published  Materials  Administrative  in  Nature  ™ Items  in  this 
category  are* 

(a)  The  Administrative  Regulations  of  the  Department  and  amendments 
thereto  are  distributed  in  accordance  with  the  distribution  list 
prepared  as  a result  of  the  ''Chief*  s”  letter  of  March  5«.  194B.  Re- 
quests for  any  additional  material  should  be  made  by  letter  through 
the  Administrative  Services  Division  for  consideration  by  the  proper 
officials. 

(b)  Copies  of  federal  specifications^  amendments  and  revisions  are 
available  from  General  Services  Administration  regional  offices. 

For  further  information  see  5 AR  241  c (1)  (a), 

(c)  Federal  Registers  will  be  obtained  by  the  Washington  Adminis- 
trative Services  Division  upon  receipt  from  the  state  office  of 
requisitions  (aD“14)  properly  niimbered  and  encumbered. 

(d)  Comptroller  General  Decisions  (paper  back  volumes)^  Postal 
Regulations^  Postal  Guide s^  and  Standard  Government  Salary  Tables^ 
are  available  from  the  Superintendent  of  Documents^  Government 
Printing  Office^  Washington^  D.  C.  State  Administrative  Officers^ 
or  their  alternates^  are  authorized  to  issue  purchase  orders  direct 
without  prior  approval. 

(e)  Federal  Supply  Schedules  are  delivered  in  the  quantities  re- 
quested on  G.3.A.  Form  457  direct  to  state  offices  for  distribution 
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to  offices  under  their  jurisdiction  from  tlie  G.S.Ao  regional  offices. 
The  changes  in  the  quantities  required  by  the  state  office  shall  be 
made  by  Form  457  to  the  appropriate  G.3.A.  regional  office.  See 
G.S.A.  Regulation  I-II-303-01. 

(f)  Administrative  memoranda  and  instructions  or  other  duplicated 
materials  prepared  by  tlie  Viashington  office.  (See  paragraph  158.) 

(4)  Reprints  of  Articles  Published  in  Non -Government  Periodicals 

Reprints  of  articles  appearing  in  journals  or  periodicals  may  be 
purcliased  from  regular  supply  funds.  Purchase  of  reprints  must  have 
administrative  approval  of  the  Division  of  Information  in  vfashington. 
Request  for  purchase  of  reprints  (other  than  articles  in  SOIL  CON- 
SERVATION magaziine)  must  be  acconpanied  by  a copy  of  the  article^ 
statement  of  need  or  use  to  be  made  of  it,  and  a witten  statement 
fran  the  magazine  giving  price  delivered  at  the  requesting  office. 

In  general,  quantities  are  limited  to  the  number  required  for 
necessary  in-Service  distribution  although  in  unusual  cases  a 
limited  quantity  may  be  purchased  for  selective  distribution  out- 
side the  Service. 

(5)  The  Magazine  ’’Soil  Conservation'* 

Field  requests  for  single  copies  of  subscriptions  to  the  magazine 
"Soil  Conservation**  should  be  directed  by  letter  or  memorandum  to 
tlie  state  office. 

(6)  Maps 

All  available  maps  and  all  geodetic  control,  both  horizontal  and 
vertical,  previouslj^  establislied  by  the  U.  3.  Geological  Survey,  U.S. 
Coast  and  Geodetic  Survey,  Forest  Service,  Bureau  of  Reclamation, 

Corps  of  Engineers,  Soil  Conservation  Service,  and  other  agencies, 
federal  and  private,  covering  the  area  and  pertinent  to  every  project 
of  tlie  Soil  Conservation  Service  are  assembled  and  on  file  in  the 
Cartographic  Division  of  the  Service,  ^Aashington,  D.  C.  (See  also 
section  53000  of  the  Manual.) 

Administrative  supervision  of  the  above-described  materials  rests 
with  the  Y^ashington  Cartographic  Division® 

Method  of  Acquisition.  All  requests  by  personnel  of  the  Service  out- 
side of  Washington  for  the  above-described  maps  or  geographic  positions 
and  descriptions  of  triangulation  or  traverse  stations,  and  elevations 
of  bench  marks  and  their  descriptions  regardless  of  by  what  agency 
established,  shall  be  made  to  the  Cartograpliic  Division  in  Washington. 

(7)  Federal  and  State  Bulletins  - Expendable  Publications  Costing 
Less  tlian  ^1.00 
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BookSj  bulletins  or  leaflets  published  by  non-governmental  or 
commercial  sources^  or  state  colleges^  extension  services^  or  other 
local  agencies,  may  be  purchased  as  supply  items  witiout  V/asiiington 
approval  in  small  quantities  sufficient  to  supply  one  to  each  field 
office.  Requests  for  quantities  larger  than  one  per  field  office 
shall  be  submitted  to  the  Division  of  Information  for  administrative 
approval  and  for  the  obtaining  of  any  technical  approval  "which  may 
be  desirable.  After  approval,  purchase  ?dll  be  made  by  the  state 
office . 

158  Mim.eo  graphing 

The  folloT/'/'ing  factors  should  be  considered  in  determining  "virhich 
work  may  be  duplicated} 

(a)  As  a general  rule,  all  material  for  use  within  the  Service 
exclusively  may  be  duplicated,  with  the  exception  of  standard,  de- 
partmental, or  bureau  forms. 

(b)  A job  which  otherwise  could  be  duplicated  justifiably  should 
be  printed  if  it  would  be  more  economical  either  for  the  bureau  or 
the  department  to  do  so.  In  reaching  a decision  on  this  point,  the 
requisitioning  officer  should  consider  such  costs  as  overhead  and 
depreciation,  as  w"ell  as  direct  charges. 

(c)  The  field  offices  of  the  Service,  except  field  cartographic 
plants,  shall  not  use  any  duplicating  machines  except  mimeograph 
equipment,  ditto  machines,  hectograph  and  other  devices  for  limited 
production. 

158.1  Preparation  of  Manuscripts  for  Mimeographing 

Manuscripts  of  both  administrative  and  information  material  should 
be  carefully  edited  and,  when  necessary,  rewritten  before  submitting 
for  mimeographing.  Copy  should  not  be  sent  to  be  mimeographed  Tdth 
penciled  delineations  or  notations  thereon. 

(1)  Administrative  Mimeographing 

Administrative  mimeographing  consists  of  material  for  distribution 
only  to  personnel  of  tte  Service  for  their  use,  guidance,  or  instruc- 
tion in  the  performance  of  their  work.  The  purpose  of  administrati"ve 
mimeographing  is  "bo  expedite  or  regulate  the  transaction  of  official 
business,  whether  it  deals  vmth  management  or  technical  matters. 

(2)  Informational  Mimeographing 

Informational  mimeographing  consists  of  material  intended  for  public 
information  and  to  be  made  generally  available  outside  the  Service* 
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The  purpose  of  informational  mimeographing  is  to  inform  other 
agencies  or  the  public  generally  on  the  vrork  of  the  Service. 

I5S.2  Distribution  of  Mimeographed  Material 

The  state  office  will  distribute  material  within  its  area. 

Individual  copies  of  mimeographed  administrative  material  for 
State  Conservationists  -will  be  mailed  from  Washington. 

15s. 3 Requisition  for  Mimeographing 

Material  for  mimeographing  should  be  accompanied  by  requisition 
Form  AD-I4  in  duplicate  and  should  bear  the  approval  of  the 
superior  officer  of  the  function  requesting  the  work. 

158*4  Use  of  Both  Sides  of  Paper  for  Mimeographing 

Both  sides  of  the  paper  should  be  used  when  possible  I'dthout 
sacrificing  quality  and  legibility  of  the  copy.  The  most  substan- 
tial savings  resulting  from  this  practice  \Yould  be  in  trie  release 
of  administrative  orders  such  as  field  memoranda  and  similar  ma- 
terials. 

159  Postage  Stamps 

Pursuant  to  tlie  Comptroller  General’s  Decision  B-66l38^  dated 
July  7^  1947j  the  following  procedure  lias  been  prescribed  for  the 
purchase  of  postage  stamps. 

The  administrative  office  vdll  prepare  the  usual  voucher,  S«  F. 

1034j  for  the  purchase  of  postage  stamps  in  favor  of  the  local  post- 
master (e.g..  Postmaster,  Omaha,  Nebraska.)  On  the  address  line  in 
the  heading  of  the  voucher  mil  be  typed,  in  parentheses,  ’’Send 
check  to”  with  the  name  or  title  and  address  of  the  person  in  the 
administrative  office  who  is  to  receive  the  check  to  effect  the 
purchase  of  the  stamps.  On  the  ’’Payee”  line  in  the  payee’s  certifi- 
cate will  be  typed  ” C.  G-  Dec.  B-66IS8”.  The  voucher  mil  be 
certified  and  scheduled  on  a separate  schedule  to  the  disbursing 
office  for  payment.  The  disbursing  office  will  issue  the  check  in 
favor  of  the  postmaster  and  send  it  to  the  person  indicated  on  the 
’’Address”  line  at  the  top  of  the  voucher.  Vdien  the  check  is  re- 
ceived in  the  adiainist native  office,  it  will  be  taken  to  the  local 
post  office  and  exchanged  for  the  stamps. 

Where  stamp  purchase  volume  is  small,  they  may  be  purchased  from 
personal  funds  and  repayment  obtained  on  a reimbursement  voucher* 
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It  shall  be  the  responsibility  of  the  state  offices  to  furnish 
offices  to  which  authority  may  be  delegated  to  make  or  authorize 
shipments  at  government  expense  adequate  instructions  relative  to 
gove rnment  shipmen  t s e 

Numerous  methods  of  shipping  are  available^  such  as  shipments  via 
freight^  express^  air  express^  motor  carrier^  local  drayage^  govern- 
ment  truck^  the  United  States  Mail^  water  routes^  or  a combination 
of  the  above*  The  office  making  or  authorizing  the  siriipment  shall 
detemine  and  utilize  the  most  economical  methcd,  unless  some  real 
advantage  or  other  interest  of  the  government^  or  if  because  of 
the  nature  of  a particular  item^  special  handling  at  a rate  possibly 
higher  than  the  lowest  rate  available  providing  for  more  careful 
handling  can  be  adequately  justified. 

Rates  usually  may  be  secured  from  the  local  agents  of  the  carriers 
and  from  the  local  postmaster.  In  accordance  vd.th  the  Revenue  Act 
of  1943^  exemption  from  transportation  tax  is  allowed  only  when  the 
movement  is  under  government  bill  of  lading  o 

161  Freight  -=  Express 
(1)  General 

Rates  applying  to  shipments  via  freight  are  based  upon  the  classifi- 
cation of  the  material  contained  therein  and  upon  the  manner  in 
which  the  contents  are  packed  or  crated.  For  example ^ the  rate  on 
an  item  of  equipment  may  vary  if  that  item  is  shipped  assembled  or 
shipped  knocked-down.  The  rate  also  may  vary  on  the  same  item  de- 
pending on  whether  it  is  packed  in  a box^  crate ^ barrel^  package, 
etc.  In  addition,  some  items  carry  considerably  higher  freight  rate 
than  other  items.  Any  container,  contents  of  w'hich  consist  of  two 
or  more  items  of  different  classification,  is  subject  to  the  rate 
for  the  item  contained  therein  carrying  the  highest  classification; 
therefore,  care  shall  be  exercised  in  the  preparation  of  materials 
for  shipment  in  order  that  the  government  may  receive  benefit  of  the 
lowest  rates  where  possible. 

Cost  of  assembling  or  dismantling  of  equipment  shall  be  taken  into  con- 
sideration in  determining  the  most  economical  manner  of  preparing  for 
sliipment  9 Freight  classification  guides  are  on  file  at, local  freight 
offices  and  the  information  contained  therein  available  from  the  local 
agent.  Generally  speaking,  shipment  via  freight  will  be  cheaper  than 
express  shipments.  It  is  possible,  hov/ever,  that  wfith  small  shipments 
the  destinations  of  which  are  within  the  near  vicinity,  express  or 
parcel  post  will  prove  cheaper.  All  shipments  at  government  expense 
via  frei^t,  express  or  other  comiwon  carriers  having  rates  on  file 
with  the  Interstate  Coimierce  Commission  s:iall  be  covered  by  govern- 
ment bill  of  lading,  3.  F»  1103«  (See  paragraph  176.) 
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Upon  the  proper  classification  and  packing  of  the  material  for  ship- 
ment^ the  container  should  be  plainly  marked  as  to  the  name  and 
address  of  both  the  consignor  and  consignee.  The  number  of  the 
government  bill  of  lading  under  which  shipment  is  to  travel  should 
also  be  marked  on  each  box^  crate^  package,  etc.,  of  the  shipment. 
Wherever  practicable,  actual  vfeight  of  the  shipment  shall  be  deter- 
mined and  entered  on  the  bill  of  lading  at  the  point  of  shipment o 
Railroad  scale  weights  mil  be  acceptable. 

(2)  Shipment  of  Government  Records 

Lovf  classification  ratings  are  available  for  the  shipment  of  govern- 
ment records  vrhere  the  value  does  not  exceed  per  pound.  For 
full  information  see  5 AR  53 

161.1  Reconsignment  - Diversion 

These  terms  are  both  defined  and  the  appropriate  procedures  out- 
lined in  5 AR  516  c«  The  necessity  for  either  should  be  very  rare. 

161.2  Demurrage  - Storage 

Definitions,  rules,  etc.,  are  covered  in  5 AR  516  d.  Since  they 
apply  to  carload  shipnents  and  since  such  shipments  vdLll  seldom  be 
made  by  the  Service,  the  regulations  should  be  referred  to  if  any 
question  arises. 

161.3  Loss  - Damage  in  Transit  - Shortage 
5 AR  520  states  in  part: 

'^Carrier*  s Liability.  The  uniform  commercial  bill  of  lading  pro- 
vides that  carriers  are  exempted  from  liability  for  loss  or  damage 
caused  by  the  Act  of  God,  the  public  enemy,  the  authority  of  law, 
or  the  act  or  default  of  the  shipper  or  ovmer,  or  for  natural 
shrinkage.  (YiiTien  the  shipment  moves  wholly  or  partly  by  v;ater,  the 
carrier’s  liability  is  more  limited.  See  paragraph  522h  beloirY  on 
Water  Shipments.)  Subject  to  the  above  liability  limitations, 
claims  can  be  made  against  common  carriers  for  ary  loss  or  damage 
to  property  while  such  property  was  in  possession  of  the  carrier  at 
origin  point,  in  transit,  or  during  the  ’’free  time”  allowed  for 
consignee’s  removal  at  the  destination  station.” 

All  shipments  should  be  carefully  checked  'V'dth  the  bills  of  lading. 
Should  loss,  damage,  or  shortage  occur,  the  procedures  outlined  in 
the  regula.  tions  should  be  consulted  and  followed. 

161.4  Claims 

A claim  against  a carrier  is  based  upon  the  notification  on  the  bill 
of  lading  referred  to  above.  A claim  against  a carrier  shall  not  be 
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filed  vdth  the  carrier  by  the  consignee  but  should  be  referred  to 
the  office  to  which  transportation  charges  will  be  billed  to  be  placed 
in  line  for  settlement,  ViThen  shortage  or  damage  has  been  noted  on  an 
original  bill  of  lading  and  a report  is  furnished  tte  consignee  vdth 
acknovdedgement  of  the  shipper's  responsibility  therefor^  the  con- 
signee shall  notify  the  office  to  which  transportation  ciriarges  are  to 
be  billed  stating_^  also  in  case  of  shortage^  vdether  the  v/eight  shown 
on  the  accomplished  bill  of  lading  included  the  weight  of  the  articles 
not  shipped  and  if  so_,  authorizing  such  vreight  deductions  as  the  cir- 
cumstances may  warrant. 

In  case  of  non-receipt  of  any  part  of  a shipment^  the  local  agent  of 
the  last  carrier  shall  be  notified  in  writing  and  the  original  un- 
accomplished Government  Bill  of  Lading  vdth  the  value  of  each  item 
of  the  shipment  noted  on  the  reverse  side  thereof , together  vdth  a copy 
of  the  notice  to  the  carrier's  agent,  shall  be  forwarded  to  the  office 
to  which  transportation  charges  are  to  be  billed,  liihen  shortage  or 
damage  is  discovered  after  the  bill  of  lading  has  been  accomplished 
clear  and  surrendered  to  the  carrier,  the  local  agent  of  the  delivering 
carrier  siiall  be  notified  in  writing  immediately,  giving  all  the  facts 
of  the  case.  This  notice  shall  contain  reference  to  the  bill  of  lading 
involved  and  an  itemized  list  of  all  articles  lost  or  damaged,  shovdng 
the  v\^eight  and  value  of  each.  Copy  of  the  notice  siiall  be  furnished 
the  office  to  which  transportation  charges  are  to  be  billed,  Tdien 
shortage  has  been  noted  on  the  bill  of  lading  which  has  been  surrendered 
to  the  carrier  and  items  checked  which  are  later  received,  the  con- 
signee shall  promptly  notify  the  office  to  which  transportation  charges 
will  be  billed  to  cancel  the  notation  on  the  bill  of  lading  concerning 
the  shortage  in  question. 

161.5  Insurance 

An  Act,  5 U.S.C.  134^  provides  a fund  from  which  government  agencies 
may  secure  relief  from  loss  or  damages  sustained  in  such  shipments. 

The  application  of  the  pie  visions  of  this  act  is  so  rare  in  the  De- 
partment of  Agriculture  that  it  is  considered  unnecessary  to  explain 
the  details  here.  The  use  of  registered  mail  or  express  will  normally 
serve  the  requirements  of  this  Service.  For  general  information  see 
5 AR  520  f. 

Where  a shipper  or  contractor  acting  on  his  own  responsibility  or  on 
instructions  sends  an  article  to  be  transported  at  government  expense 
by  parcel  post,  prepaid,  and  insured,  the  cost  of  the  insurance  may  be 
added  to  the  invoice  of  such  shipper  or  contractor  but  must  be  supported 
by  an  itemized  statement  as  to  the  insurance  charges. 

162  U.  S,  Mail 

Where  it  is  more  economical  than  by  shipping  via  freight  or  express, 
materials  should  be  transmitted  by  mail.  For  complete  instruction  re- 
fer to  the  Records  Management  Section  of  this  handbook. 
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Except  as  provided  in  paragraph  245,  transportation  of  personal 
effects  of  government  employees  shall  be  made  at  their  oi7n  e:xpense 
and  reimbursement  made  in  accordance  vlth  Departmental  Regulation 
7 m 238,  559,  629—647. 

UTiere  shipment  involves  points  outside  the  continental  United  States 
transportation  shall  be  at  government  expense  and  by  the  most  econom- 
ical means®  For  information  on  its  issuance,  see  paragraph  176. 

170  Acquisition  Documents 

Previous  paragraphs  prescribe  under  the  various  sources  of  supply 
methods  of  acquisition  and  the  forms  for  use  in  the  acquisition  of 
the  articles  of  supplies  and  services  desired.  The  following  para- 
graphs indicate  proper  preparation  of  these  various  forms  and  in- 
formation to  be  indicated  tliereon  in  the  procurement  from  the  various 
sources. 

171  Requisitions  - AD-14 

Form  AD-14  ’’Request  for  Supplies,  Equipment  or  Service"  shall  be 
used  in  each  instance  v/here  instructions  in  preceding  paragraphs  pre- 
scribe requisition,  which  includes  the  procurement  of  items  requiring 
Yfeshington  approval  or  purchase. 

Upon  preparation  of  requisitions  the  original  and  one  copy  shall  be 
submitted  to  the  Washington  office  in  all  cases  except  for  articles 
for  procurement  from  the  Central  Supply  Section  in  which  case  the 
original  and  four  copies  shall  be  submitted. 

171.1  Preparation 

(1)  All  requisitions  transmitted  to  Yi’ashingbon  for  prior  approval 
and/or  purchase  action  should  contain  the  follovj-iiig  information; 

(a)  Leave  blank  the  space  "C.S.S.  No."  in  the  upper  right-hiand 
comer® 

(b)  Insert  S^C.S.  in  the  "Bureau"  space. 

(c)  Each  requisition  submitted  shall  be  serially  numbered  in  the 
space  provided,  indicated  as  "Bureau  No." 

(d)  In  the  ‘U3ate"  space  insert  the  actual  date  of  preparation  of 
the  requisition. 

(e)  In  the  "Appropriation  Symbol"  space  insert  complete  information 
as  to  the  appropriation  symbol  and  title. 

(f)  In  the  "Project  No."  space  insert  the  designation  of  the  state 
or  project  chargeable, 

(g)  "Ship  to"  should  indicate  the  name  and  address  of  the  individual 
and/or  office  to  which  delivery  called  for  on  the  requisition 

is  to  be  made.  The  delivery  point  shall  be  the  actual  location 
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at  which  material  is  desired  unless  such  location  is  other  than 
railhead  and/or  post  office  address^  in  which  case  reference 
shall  be  made  to  the  railhead  and/or  post  office  serving  that 
location. 

(h)  In  the  space  ’^Encumbered  for  this  requisition”  indicate  the 
actual  amount  established  on  the  encumbrance  ledger  to  apply 
to  this  purchase. 

(i)  The  State  Administrative  Officer^  or  alternate^  shall  sign  the 
original  of  each  requisition  submitted. 

(2)  On  requisitions  calling  for  items  to  be  secured  from  the 
Central  Supply  Section  separate  requisitions  shall  be  submitted  for 
forms  and  for  supplies.  Requisitions  for  supply  items  shall  have 
such  supply  items  listed  thereon  in  stock  number  sequence.  Requi- 
sitions for  forms  not  available  from  General  Services  Administration 
shall  have  listed  thereon  the  forms  in  numerical  sequence  under  de- 
partmortal,  bureau  and  other  forms.  The  complete  stock  number  shall 
be  indicated  in  the  column  on  the  requisition  provided  for  that 
purpose,  opposite  each  item  desired.  Description  of  the  item  de- 
sired shall  appear  in  the  body  of  the  requisition  in  the  sjHce  pro- 
vided. (See  171.1  (10).)  The  number  of  units  of  each  item  shall 

be  inserted  in  the  quantity  column.  The  unit  as  indicated  in  the 
Central  Supply  Section  stock  catalog  shall  be  inserted  in  the  unit 
column.  Only  one  item  to  the  ruled  line  on  the  requisition  form 
shall  be  listed.  Unit  and  extended  price  shall  not  appear  on  the 
original  and  carbon  copies  of  requisitions  submitted  to  V^‘'ashington . 
Total  cost  of  all  items  (the  amount  used  for  encumbrance  of  funds) 
together  with  evidence  of  encumbrance  of  that  amount  shall  be  in- 
dicated inconspicuously  on  the  face  of  tlie  original  requisition. 

(See  171.1  (14).)  Wo  figures  shall  appear  in  the  column  provided 
on  the  requisition  for  the  insertion  of  prices  inasmuch  as  the  Cen- 
tral Supply  Section  inserts  the  correct  prices  in  filling  the 
requisition  and  any  notations  appearing  therein  only  result  in  con- 
fusion and  possibly  incorrect  billings.  It  shall  be  unnecessary 
for  requisitioning  offices  to  accomplish  any  of  the  information 
called  for  on  the  bottom  of  these  requisition  forras, 

(3)  Requisitions  submitted  calling  for  items  available  from  Federal 
Supply  Schedule  contracts  shall  have  indicated  thereon  the  schedule 
item  number  in  the  column  provided  for  stock  number  opposite  each 
item  desired.  The  item  shall  be  adequately  described  in  the  space 
provided  in  the  body  of  the  requisition  to  permit  ready  identifi- 
cation of  the  item  desired.  (See  171.1  (10).)  The  number  of  units 
desired  shall  be  indicated  in  the  quantity  column.  The  unit  as  in- 
dicated in  the  Federal  Supply  Schedule  shall  be  inserted  in  the  unit 
column.  The  unit  price  as  appearing  in  Federal  Supply  Schedule  shall 
be  inserted  in  the  unit  price  column.  Unit  price  multiplied  by  the 
number  of  units  requested  shall  be  inserted  in  the  extended  price 
column.  Only  those  Federal  Supply  Schedule  contract  items  available 
from  the  same  contractor  shall  be  included  on  any  one  requisition. 


Administrative  Services  Division 


171.1  Continued-2 

The  total  cost  of  the  items  covered  by  the  requisition  shall  appear 
on  the  requisition  directly  followed  by  the  terms  of  the  contract 
(f«o.b»  point,  trade  discounts,  time  discounts,  etc.).  Each 
requisition  submitted  shall  bear  evidence  of  the  encumbrance  of 
sufficient  funds  to  cover  the  proposed  purchase.  (See  171.1  (14).) 

The  contractor,  contractor’s  address,  and  contract  number  shall 
appear  on  the  face  of  each  requisition  submitted.  Each  requisition 
for  schedule  items  shall  also  have  indicated  thereon  approvals 
and/or  justifications  when  required  (see  171.1  (11)  and  171.2.) 

(4)  Requisitions  submitted  to  the  Washington  office  for  items 
covered  by  existing  contracts  other  than  Federal  Supply  Schedule 
contracts  shall  be  prepared  in  the  same  manner  as  requisitions 
covering  schedule  items.  If  complete  contract  information  as  to 
item  number,  price,  terms,  etc.,  are  not  available,  as  much  inform- 
ation as  possible  to  permit  ready  identification  shall  be  included. 

(5)  Requisitions  submitted  to  the  TiTashington  office  requiring  ad- 
vertiseraent  shall  have  indicated  thereon  adequate  description  of  the 
item  desired  to  permit  identification  of  the  size,  type,  make,  model, 
etc.,  required.  The  stock  number  colimn  in  such  instances  shall  be 
left  blank.  (See  171.1  (10).) 

It  is  recommended  that  service  requirements  (see  211.1)  accompany 
such  requisitions  so  that  specifications  aiay  properly  be  prepared 
in  Washington  covering  the  item  required.  The  quantity  and  units 
desired  shall  be  inserted  in  the  columns  provided  and  the  unit, 
estimated  cost,  and  extended  price  shall  be  inserted  for  each  item. 
Evidence  of  encumbrance  of  funds  in  the  amount  of  the  estimated 
cost  shall  appear  on  the  face  of  the  original  requisition.  (See 
171.1  (14).) 

(6)  li'ihere  two  or  more  items  are  to  be  requisitioned,  even  though 
such  items  may  be  related,  separate  requisitions  shall  be  submitted. 
For  example,  separate  requisitions  should  be  submitted  for  passenger 
cars  and  trucks. 

(7)  Possible  source  of  supply,  prospective  bidders,  or  concerns 
having  requested  opportunity  to  bid  on  such  equipment  shall  accompany 
each  requisition.  The  same  number  of  copies  as  requisitions  submitted. 

(8)  Requisitions  calling  for  procurement  in  the  open  market  shall  be 
prepared  and  submitted  in  the  same  manner  as  requisitions  calling  for 
items  requiring  advertisement. 

(9)  Numbering 

The  requisition  number  to  be  inserted  on  each  requisition  submitted 
shall  be  assigned  by  the  state  office.  This  requisition  number  shall 
identify  first  the  state,  second  the  bureau,  third  the  actual  number 
of  the  requisition  during  the  particular  fiscal  j^ar,  and  fourth 
the  fiscal  year  designation.  State  identification  shall  be  by  means 
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of  the  abbreviation  of  the  state;  bureau  identification  shall  be  by 
means  of  the  letters  3GS;  number  of  the  document  shall  be  its  nu- 
merical order  in  the  series  of  numbers  beginning  Y/ith  one  (1)  at 
the  beginning  of  each  new  fiscal  year.  The  fiscal  year  designation 
shall  be  the  last  two  digits  of  the  fiscal  year.  For  example^  the 
hundredth  requisition  from  California  for  the  fiscal  year  1954  would 
be  assigied  requisition  No.  lOO-CF-SCS-54.  For  list  of  tv/o  letter 
state  abbreviations  see  173.1  (5). 

(10)  Description  of  Items 

Yhien  requesting  Central  Supply  Section  items^  it  is  not  advisable 
to  copy  a long  description  verbatim  from  the  Central  Supply  stock 
list,  but  a brief  description  should  be  given  so  that  possible 
error  in  stock  item  number  inserted  on  the  requisition  may  be 
disclosed. 

In  the  case  of  Federal  Supply  Schedule  items,  it  shall  be  unnecessary 
to  copy  an  entire  description  verbatim  from  tte  schedule  description; 
hoY/ever,  it  should  be  sufficient  so  that  the  item  desired  may  be 
properly  identified  from  the  description  without  necessity  for  ref- 
erence to  the  schedule.  lYhere  one  or  more  items  as  to  type,  color, 
finish,  material,  etc.,  may  be  covered  by  but  one  item  number,  the 
requisitioning  office  shall  indicate  the  one  desired.  Yihere  the 
Federal  Supply  Schedule  item  number  covers  a contractor’s  complete 
line  of  the  product  desired  and  the  schedule  describes  the  product 
only  in  general,  making  reference  to  the  contractor’s  price  list  in 
Y;hich  the  particular  article  desired  may  be  listed,  requisitioning 
offices  diall  indicate  the  item  number,  and  in  the  description 
column  the  name  of  the  item  and  sufficient  description  as  contained 
in  the  contractor’s  catalog  and  price  list  to  permit  identification 
preferably  the  contractor’s  catalog  number,  make  and/or  model  number* 
Items  requested  but  not  covered  by  existing  contracts  sliall,  when 
possible,  make  reference  to  a manufacturer’s  catalog  and/or  model 
number  or  other  identifying  numbers  to  permit  ready  identification 
of  the  item  desired.  If  it  is  impossible  for  the  requisitioning 
office  to  properly  identify  an  item  desired,  and  no  description  or 
reference  to  the  manufacturer’s  make  and/or  model  number  is  avail- 
able, it  may  be  necessary  to  submit  a sketch  or  drawing  of  the  item 
desired.  1/Vhere  reference  to  manufacturer’s  catalog  or  model  number 
is  indicated  merely  as  an  illustration  as  to  the  type  of  article  Yfhich 
will  meet  the  requirements,  the  words  ”or  equal”  should  be  indicated 
unless  it  is  essential  and  only  that  particular  make  of  item  yo.11  meet 
the  requiraments,  in  which  case  a statement  as  to  why  the  particular 
make  and  model  is  necessary  shall  accompany  the  requisition.  Requi- 
sitions for  equipment  requiring  Washington  advertisament  need  not  ccn- 
tain  complete  specifications  required  for  advertisement  for  bids.  In 
most  instances  it  will  be  possible  to  adequately  describe  the  item 
desired  by  reference  to  manufacturer’s  model  number.  This,  together 
Yfith  the  Service  requirements,  mil  be  sufficient  to  permit  preparation 
of  proper  specifications® 
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(11)  Purpose  - Use 

Should  the  material  called  for  exceed  in  price  and  q^uality  a similar 
item  but  of  lov/er  quality  and  at  a lo7;er  cost,  statement  of  justifi- 
cation of  that  item  should  Accompany  the  requisition, 

(12)  Description  of  Items  Proposed  for  Exchange 

Items  listed  in  any  requisition  submitted  to  'yasnington  for  exchange 
in  v^-hole  or  part  payment  for  the  purchase  of  ne'.v  items  shall  be  com- 
pletely described,  the  description  to  consist  of  the  follov.'ing: 


(a)  Item  (such  as  desk,  typev/riter,  adding  machine,  etc.) 

(b)  Make  (manufacturer) 

(c)  Size,  type,  or  model 

(d)  Age,  serial  number,  motor  number,  model  number,  mileage, 
type  of  finish,  condition,  actual  location  and/or  any 
additional  pertinent  information  v/hich  would  be  helpful 
in  identification  of  the  item  proposed  for  exchange. 

Requisitions  shall  state  briefly  reasons  for  the  proposed  exchange. 
Requisitions  shall  also  indicate  the  office  and  official  to  be  con- 
tacted in  the  event  inspection  of  the  item  for  trade-in  is  desired. 
Requisitions  shall  also  state  whether  or  not  use  of  the  item  proposed 
for  trade-in  ivLll  be  desired  pending  delivery  of  the  new  item, 

(13)  Insertion  of  prices  and  Discounts 

Requisitions  for  Central  Supply  items  shall  not  have  indicated  thereon 
unit  and  extended  prices  of  items  since  such  prices  as  appearing  on 
the  Central  Supply  Section  stock  list  are  for  encumbrance  purposes  only. 
Total  cost  only,  plus  estimated  transportation  charges  should  be  in- 
dicated on  the  requisition,  such  figure  to  appear  other  than  in  the 
space  provided  for  the  total  cost  since  this  space  is  for  use  by  the 
Central  Supply  Section  in  inserting  actual  total  cost. 

Requisitions  specifying  items  for  procurement  from  Federal  Supply 
Schedule  contracts  shall  have  indicated  thereon  the  correct  unit  price 
and  the  extended  price  as  appear  in  the  Federal  Supply  Sched^ule. 

Should  the  contract  provide  for  trade  discounts,  such  discounts  shall 
also  appear  on  the  requisition.  Should  the  contract  provide  further 
for  time  discounts  or  payment  vdthin  a specified  period,  this  in- 
formation also  shall  appear  on  the  requisition. 

If  txie  requisition  calls  for  an  item  for  pcoruenent  other  than  from 
tte  Central  Supply  Section  or  from  the  schedule  contracts,  actual 
price  of  which  is  not  knov/n,  estimated  unit  price  shall  be  indicated 
on  the  request.  If  such  prices  are  indicated  as  a result  of  local 
price  inquiry,  date  of  such  inquiry  together  vdth  the  concern  furnish- 
ing the  price  shall  appear  on  the  requisition. 
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(14)  Encimb  ranee 

Administrative  regalations  require  that  sufficient  funds  be  encum- 
bered prior  to  the  actual  obligation  of  such  funds o Therefore^  requi- 
sitions transmitted  to  the  Iwashington  office  for  procurement  action 
calling  for  supplies^  equipment  or  service  (except  those  calling  for 
any  item  chargeable  to  funds^  allotments  of  which  are  maintained  other 
than  in  the  originating  state)  shall  bear  evidence  tlBt  sufficient 
funds  have  been  encumbered  to  cover  the  proposed  acquisitiono  The 
signature  of  the  State  Administrative  Officer^  or  his  alternate^  on 
the  requisition  below  the  indication  of  the  amount  encumbered  will 
serve  as  a certification  to  the  Washington  office  that  the  amount 
inserted  has  been  en cumbered » The  state  office  procedure  for  es- 
tablishment of  such  encumbrances  should  be  agreed  upon  by  all  con- 
cerned, Funds  encumbered  should  be  in  sufficient  amount  to  cover 
the  purchase  or  acquisition  of  materials  covered  delivered  to  desti- 
nation, Where  price  of  material  called  for  is  f.Oob*  destination^ 
actual  price  shall  be  inserted.  If  the  price  of  the  items  called 
for  is  f<,o,be  shipping  pointy  that  price  plus  estimated  transportation 
charges  should  be  indicated,  Vilhere  estimated  prices  have  been  indi- 
cated on  the  requisitions  by  field  offices  and  it  develops  that  the 
actual  cost  is  to  'exceed  that  amount  by  a considerable  margin  (with 
the  exception  of  Central  Supply  items)  the  office  concerned  shall 
be  advised  and  requested  to  furnish  the  Washington  office  with  evi- 
dence of  encumbrance  of  the  actual  funds  prior  to  obligation  of  the 
funds.  Cost  of  the  material  and  transportation  charges  should  be 
listed  as  separate  amounts. 

On  Central  Supply  Section  items  the  estimated  price  as  appearing  in 
the  stock  list^  plus  surcharge  of  14^^  plus  estimated  transportation 
charges  shall  be  the  amount  for  encumbrance.  Should  the  requisition 
call  for  forms  to  be  obtained  from  the  Central  Supply  Section^  the 
only  amount  for  encumbrance  shall  be  estimated  transportation  charges^ 
there  being  no  charge  for  forms  obtained  from  that  source, 

171 e 2 Approvals 

All  requisitions  transmitted  to  Washington  either  for  procurement 
action  or  approval  must  bear  the  approval  of  either  the  State  Ad- 
ministrative Officer^  or  his  alternate® 

(1)  Heavy  Equipment 

Requisitions  for  heavy  equipment^  such  as  the  types  listed  under  I5I 
shall  be  supported  by  a statement  of  facts  that  there  is  no  surplus 
equipment  in  any  field  unit  within  the  state  that  could  be  used  in 
lieu  of  that  requisitioned;  that  the  equipment  is  necessary  for  the 
efficient  and  orderly  execution  of  certain  specified  work  together 
with  the  name  of  the  field  unit  where  it  is  planned  such  equipment 
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will  be  used^  that  there  is  sufficient  work  to  Y/arrant  the  purchase 
of  the  equipment  and  to  insure  profitable  use  throughout  its  economic 
life. 

(2)  Photographic  Equipment  and  Supplies 

Photographic  equipment  and  supplies  required  by  the  field  cartographic 
offices  shall  bear  the  approval  of  the  Chief,  Field  Cartographic 
Branch.  See  IO6  and  112.7 • 

(3)  Printing  and  Binding 

Requests  for  printing  and  binding  shall  be  approved  by  the  Division 
of  infomation. 

172  Purchase  Orders  for  General  Services  administration  Stores  Stock 

Purchase  Order  Form  AD-38  has  been  prescribed  for  the  use  of  field 
offices  for  direct  procurement  of  items  stocked  by  the  Federal  Supply 
Service.  Forms  should  be  prepared  in  the  same  manner  and  in  the  same 
number  of  copies  as  prescribed  in  173.1  (1).  The  distribution  out- 
lined therein  should  also  be  follovred. 

172.1  Preparation 

(1)  On  all  orders  issued  to  the  Federal  Supply  Service,  Washington, 

D.  C.,  or  to  their  regional  warehouses  for  stock  items  or  surplus 
stocks,  the  follovdng  information  shall  be  indicated  thereon: 

Each  request  submitted  to  the  Federal  Supply  Service  shall 
be  serially  numbered  in  the  space  provided.  The  orders 
shall  be  numbered  in  the  purchase  order  series  of  numbers 
and  not  in  the  requisition  series  of  numbers.  (See 
paragraph  173.1  (6)0) 

(2)  Complete  information  as  to  appropriation  symbol,  title,  project 
number,  etc.,  should  be  inserted  in  the  appropriate  space. 

Destination  should  be  the  actual  location  at  Y/hich  the  materials  are 
desired  or  the  nearest  railhead  or  post  office.  In  some  instances  it 
may  be  desirable  or  more  economical  to  consolidate  sliipments® 

(3)  The  space  under  ^'Shipping  Instructions”  shall  be  left  blank, 
leaving  the  method  of  shipment  to  the  discretion  of  the  Federal  Supply 
Service  unless  the  issuing  office  has  sufficient  reason  as  to  why  one 
method  of  shipment  in  preference  to  another  should  be  used,  in  which 
case  a brief  statement  in  support  of  the  request  for  that  particular 
method  of  shipment  shall  accompany  the  purchase  order. 
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(4)  The  stock  number  or  catalog  number  as  it  appears  in  the  General 
Services  Administration  stores  stock  catalog  shall  be  inserted  in 
the  left“hand  column  of  the  purchase  authority  form  designated  '‘Item 
NOe”^  followed  by  the  description  of  the  article  or  service  covered 
thereby*  The  Federal  Supply  Service  has  stated  that  a long  descrip- 
tion verbatim  from  the  catalog  need  not  be  indicated  but  merely  a 
brief  description  given  so  that  possible  errors  in  stock  item  numbers 
may  be  disclosed * 

(5)  Purchase  order  forms  shall  be  prepared  in  single  space  typing 
and  when  more  than  one  item  is  called  for^  a double  space  should  be 
left  between  each  item*  A separate  purchase  order  shall  be  sub- 
mitted for  each  consignee  and  for  each  separate  appropriation  charge- 
able for  the  cost  of  items  called  for.  Separate  purchase  orders 
shall  be  submitted  for  items  in  the  G.SoA»  stores? stock  catalog  items 
in  surplus  property  catalogs* 

(6)  Y/hen  two  or  more  items  are  ordered^  items  shall  be  listed  by 
class  and  in  numerical  order  and  alphabetically  in  each  class  as  they 
are  listed  in  the  catalog. 

(7)  The  columns  on  the  right-hand  side  of  the  page  are  for  the  in- 
sertion of  the  number  of  units  required^  the  unit^  and  the  estimated 
price.  The  catalog  states  the  unit  and  the  unit  price^  as  well  as  the 
issue  quantity*  The  issue  quantity  indicated  in  the  catalog  is  the 
minimum  quantity  that  will  be  issued  at  the  unit  price  shown^  there- 
fore^ the  quantity  requested  shall  be  indicated  in  the  number  of  units 
desired  at  the  unit  price  as  specified  in  the  catalog*  The  extended 
price  of  each  item  shall  be  indicated  in  the  last  column.  No  order 
will  be  honored  in  the  quantity  of  other  than  multiple  of  the  issue 
quantity.  For  example^  if  the  issue  quantity  is  ten  boxes^  but  the 
purchase  order  calls  for  fifteen^  the  order  can  be  honored  only  for 
ten  boxes  or  for  twenty  boxes.  Total  cost  of  items  covered  by  one 
purchase  order  shall  appear  in  the  space  provided  in  the  lower  right- 
hand  position  of  the  purchase  order  form.  The  lower  left-hand  posi- 
tion should  be  accomplished  by  the  issuing  office  by  inserting  the 
date  of  preparation^  followed  by  the  name  of  the  department^  vhiich 
shall  be  followed  by  the  name  of  the  Service^  and  which^  in  turn  is 
followed  by  the  location  of  the  issuing  office.  The  lower  right-hand 
position  of  the  fom  provides  for  the  signature  of  the  employee  of 
the  Service .authorized  to  procure  direct  from  G.S.A»j  stores  stock* 
Such  individuates  name  and  official  title  should  be  indicated  on  the 
last  line  provided* 

173  Purchase  Order  Forms 

Purchase  Order  Form  AD-38  is  prescribed  for  use  in  the  procurement  of 
materials  and  services  from  commercial  and/or  other  sources  (unless 
some  other  form  is  specifically  prescribed.)  Under  the  circumstances 
enumerated  in  130*9^  Standard  Form  44  may  also  be  used. 
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(1)  Purchase  orders  shall  be  prepared  in  the  number  of  copies  needed 
to  meet  the  requirements  of  the  various  administrative  levels  and 
points  of  delivery,,  In  general^  the  following  distribution  of  pur- 
chase orders  should  suffice  wten  the  order  is  issued  by  the  state 
office  for  delivery  to  an  office  belov'^  the  state  level. 

Original;  To  vendor.  In  the  cases  enumerated  below,  extra  copies 

are  required  by  the  vendor  as  indicated, 

1 extra  for  orders  issued  to  the  Post  Office  Department 
for  envelopes  (this  copy  to  be  used  for  report  pur- 
poses, see  831.12.) 

1 extra  to  Federal  Prisons  Incorporated 

1 extra  to  Industries  for  the  Blind 

1 extra  to  Federal  Supply  Service  Stores  Stock 

3 extra  on  orders  for  the  purchase  of  surplus  property 
from  other  government  agencies. 

Copy;  For  state  office  encumbrance  purposes. 

Copy;  Receipted  for  state  office  property  record  purposes. 

Copy;  Receipted  for  state  office  audit  and  attachment  to  voucher. 

Copy;  Receipted  for  accountable  office  to  support  property  records. 

Where  the  accountable  office  is  the  state  office,  it  may  be  possible 
to  eliminate  the  Inst  copy. 

In  the  rare  instances  where  one  purchase  order  could  cover  delivery  to 
several  destinations,  consideration  should  be  given  to  consolidating  the 
shipment  to  one  central  point.  HoY/ever,  v/here  this  is  not  feasible 
extra  copies  of  the  purchase  order  should  be  prepared  to  provide  for  the 
distribution  of  Washington  issued  purchase  orders.  See  173.4* 

For  information  on  the  preparation  of  purchase  orders  covering  auto- 
motive equipment,  see  151.1. 

(2)  In  the  upper  right-hand  corner  of  the  purchase  order  shall  be 
designated  the  identifying  purchase  order  number,  (See  173.1  (5)») 
Appropriation  information  shall  fully  be  indicated  in  the  upper  left- 
hand  position  of  the  order  in  the  space  provided.  In  the  space 
designated  ”To”  shall  be  inserted  the  name  and  address  of  the  vendor 
or  the  source  of  supply  for  materials  being  ordered.  In  the  space 
'•Please  deliver  the  follovdng  articles  to;'*  shall  be  the  name  of  the 
individual  and/or  office  and  address  at  which  material  is  desired. 

In  the  space  "To  be  shipped  via"  shall  be  indicated  parcel  post, 
freight,  express  and  such  other  means  of  transportation  depending  on 
the  terms  of  the  contract  or  agreement  under  which  purchase  is  being 
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made.  If  materials  covered  by  tlie  order  are  f.o.b.  destination  this 
space  may  be  left  blank  or  marked  '’prepaid.**  If  the  shipment  of  the 
materials  covered  is  to  be  under  Government  Bill  of  lAding^  the  bill 
of  lading  reference  number  should  be  inserted® 

(3)  In  the  body  of  the  purchase  order  in  the  Item  No.  column  shall 
be  indicated  the  item  number  of  the  materials  being  purchased  as 
covered  by  existing  contract^  followed  in  the  Articles  column  by 
sufficient  description  to  identify  the  materials  desired.  In  the 
Quantity  column  shall  be  indicated  the  number  of  units  desired. 

Unit  of  issue  shall  be  indicated  in  the  Unit  column  folloYred  by  the 
unit  price.  Total  price  of  each  item  shall  be  indicated  in  the 
right“=hand  column.  Total  cost  of  all  items  covered  by  the  purchase 
order  shall  be  indicated  on  the  order  folloY/ed  by  the  terms  of  the 
contract  if  order  covers  contract  items.  Reference  to  contract 
number  should  also  be  indicated.  If  order  does  not  cover  contract 
items^  reference  to  the  vendor’s  quotation  should  be  inserted  together 
with  terms  quoted^  that  is^  time  discount^  f.o.b®  pointy  delivery  time 
etc , 

(4)  In  the  event  materials  covered  are  purchased  f.o.b,  shipping 
point  but  are  to  be  shipped  prepaid  by  parcel  post^  such  transporta-- 
tion  charges  are  property  chargeable  to  the  government  and  the  vendor 
should  be  informed  on  the  face  of  the  order  to  so  ship  the  materials 
prepaid  and  bill  parcel  post  charges  as  a separate  item  on  his  in- 
voice or  voucher.  Purchase  order  shall  also  make  reference  to  any 
certificates  Y^hich  shall  be  required  from  the  vendor, 

(5)  In  the  lower  right-hand  position  of  the  order  the  space  desig- 
nated (city)  (state)  (date)  and  (title)  should  be  the  location  of  the 
issuing  office^  date  of  issue  of  the  purchase  order ^ and  title  of  the 
employee  issuing  the  order^  Yfhich  information  shall  be  indicated  on 
all  copies  of  the  order.  Original  copy  released  to  the  vendor  in  each 
case  shall  be  manually  signed  by  the  issuing  officer.  In  the  space 
designated  **Bill  tos**  shall  be  inserted  the  name  of  the  individual  or 
activity  to^which  the  vendor  is  to  submit  his  invoice  or  voucher.  If 
tax  exemption  certificates  are  furnished  the  vendor  Yvith  the  purchase 
order^  reference  to  the  tax  exemption  certificates  shall  be  made  on 
the  original  and  all  copies  of  the  order, 

(6)  Numbering 

Each  office  of  the  Service  authorized  to  issue  purchase  orders  shall 
use  individual  series  of  purchase  order  numbers  for  assignment  to  the 
purchase  orders  issued  by  that  office,  A new  series  of  numbers  shall 
be  utilized  by  the  first  order  issued  during  each  new  fiscal  year. 

Only  one  series  of  numbers  shall  be  used  during  any  one  fiscal  year 
on  purchase  orders  issued  regardless  of  the  funds  charged.  The  pur- 
chase order  number  shall  consist  of  four  parts j (a)  the  serial 
number  of  the  particular  order  beginning  Ydth  **1’*  each  fiscal  year^ 
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(b)  the  two  letter  state  abbreviation  (as  listed  below)  ^ (c)  the 
Service  designation^  SCSj  (d)  the  fiscal  year  designation,  indicated 
by  the  last  tvro  digits  of  the  fiscal  year.  For  example,  the  23rd 
order  issued  by  the  Yifisconsin  state  office  during  the  fiscal  year 
1955  would  be  numbered  ~ 23-VuE-SCS-55» 

The  following  two  letter  state  abbreviations  are  to  be  used  in  num- 
bering requisitions  and  purchase  orders; 


State 

Alabama 

Arizona 

Arkansas 

California 

Colorado 

Connecticut 

Delaware 

Florida 

Georgia 

Hawaii 

Idaho 

Illinois 

Indiana 

Iowa 

Kansas 

Kentucky 

Louisiana 

Maine 

Maryland 

Massachusetts 

Michigan 

Minnesota 

Mississippi 

Missouri 

Montana 


Abbreviation 

AL 

AZ 

AK 

CF 

CO 

CN 

DL 

FL 

GA 

HA 

ID 

IL 

IN 

lA 

KA 

KI 

LA 

ME 

IfD 

MA 

MI 

MN 

MS 

MO 

MT 


State 

Nebraska 

Nevada 

New  Hampshire 
Nev;  Jersey 
New/  Mexico 
New  York 
North  Carolina 
North  Dakota 
Ohio 

Oklahoma 

Oregon 

Pennsylvania 

Puerto  Rico 

Rhode  Island 

South  Carolina 

South  Dakota 

Tennessee 

Texas 

Utah 

Vermont 

Virginia 

liVashington 

West  Virginia 

Wisconsin 

Wyoming 


Abbreviation 

NB 

NV 

NH 

NJ 

m 

NY 

NC 

ND 

OH 

OK 

OR 

PA 

PR 

RI 

SC 

SD 

TN 

TX 

UT 

VT 

VA 

WA 

wv 

VAC 

m 


Encumbrance  documents,  S«F.  HOI,  mil  be  numbered  in  the  purchase 
order  series, 

(7)  Description  of  Items  for  Trade-in 

If  the  purchase  of  the  new  article  covered  by  the  purchase  order  is 
to  be  paid  wholly  or  in  part  by  the  exchange  of  an  old  item,  the 
order  shall  describe  the  new  item  as  described  above,  directly  follo\^^ed 
by  wording  ’less  exchange  allovrance  on”  under  T±iich  then  should  be 
listed  the  item  for  exchange.  Item  for  trade-in  siiall  be  adequately 
described  to  insure  positive  identification  thereof,  that  is,  the 
make,  model, serial  number,  and  such  other  identifying  numbers  or 
descriptions.  Actual  location  of  the  item  for  exchange  should  be  in- 
dicated in  order  that  the  vendor  may  pick  up  the  exchanged  item* 
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Follomng  the  description  of  the  item  listed  for  trade-in  should  be 
indicated  the  quantity  of  the  item  so  listed  for  exchange^  unit^ 
total  price  thereof  which  shall  be  deducted  from  the  total  cost  of 
the  new  item.  If  the  article  so  listed  on  the  purchase  order  for 
trade-in  is  one  for  which  the  approval  of  the  Division  of  Procurement 
and  Property  Management ^ Office  of  Budget  and  Finance^  is  required 
and  such  approval  has  been  obtained^  notation  to  that  effect  and  the 
date  of  such  approval  shall  be  indicated  on  all  carbon  copies  of  the 
purchase  order. 

173  • 2 Amendments 

Should  it  become  necessary  for  any  reason  to  change  or  othervdse 
amend  a purchase  order ^ original  of  which  has  been  released^  such 
an  amendment  shall  be  effected  by  the  issuance  of  another  purchase 
order  (AD-3S)  in  the  same  number  of  copies  as  the  original  order  was 
prepared  and  distributed.  The  same  nu^er  which  was  assigned  to  the 
original  order  shall  be  assigned  to  the  amending  order  with  the  ex- 
ception that  the  number  shall  be  immediately  followed  by  ‘»Sub-l.” 

Should  additional  amendments  be  necessary  the  amendments  shall  be 
numbered  Sub-2^  Sub-3^  Sub-A^  etc.  It  shall  be  unnecessary  to  re- 
state completely  all  of  the  information  as  appearing  on  the  original 
order^  it  being  sufficient  usually  to  indicate  on  the  amending  order 
only  the  change  desired.  The  following  is  recommended  as  being 
sufficient  to  appear  on  the  body  of  the  purchase  order; 

•'Please  refer  to  .Order  No,__ dated  , calling  for 

the  delivery  of  (description  of  items  covered),  for  delivery  to 

^ and  amend  item as 

follows;  (state  correction  or  change  desired) . '• 

If  the  correction  and  amendment  does  not  affect  the  cost^  statement 
in  the  price  column  should  be  ‘'no  change  in  cost,’*  If  the  amendment 
results  in  a change  in  the  total  amount  of  the  order^  the  order  should 
carry  the  statement  ’'Total  increase  (or  decrease)  dollars; 

new  total^ ^dollars , ” 

If  the  sub-order  shows  an  increase  in  price  over  the  original  order 
released^  encumbrance  of  additional  funds  shall  be  acconplished  prior 
to  the  release  of  the  sub-order.  Should  it  be  desired  to  amend  a 
purchase  order  for  record  purposes  only^  the  change  having  no  connec- 
tion with  the  vendor  or  with  the  material  being  delivered^  the  original 
of  the  sub-order  should  not  be  released  to  the  vendor.  Carbon  copies 
thereof^  ho?rever^  shall  be  prepared  in  the  same  number  of  copies  as 
ims  the  original  purchase  order  and  shall  be  marked  as  follows;  "For 
record  purposes  only.”  Distribution  of  the  sub-orders  shall  be  exactly 
the  same  as  distribution  of  copies  of  the  original  orders  released. 
Sub-orders  should  not  be  issued  unless  necessary  for  procurement  or 
accounting  reasons. 
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When  cancellation  of  the  purchase  order^  original  of  vrhich  has  been 
released  to  the  vendor  is  in  order,  such  cancellation  should  be 
effected  by  the  issuance  of  a sub-order  as  in  the  case  of  an  amendment. 

Notation  thereon  shall  be  ^'please  refer  to  order  No. , dated 

, calling  for  (brief  description  of  items),  for  deliver^’'  to 

and  cancel.*’  In  addition,  if  a bill  of  lading  or 

tax  exemption  certificate  has  been  furnished  v.dth  the  order  originally 
released,  the  sub -order  shall  instruct  the  vendor  to  return  such  bill 
of  lading  or  tax  exemption  certificate  to  the  issuing  office  to  prevent 
illegal  use  thereof.  Distribution  of  copies  of  cancelling  orders 
shall  be  the  same  as  was  distribution  of  the  order  originally  released, 

173 »4  Distribution  of  Washington  Issued  Purchase  Orders 

The  original  and,  when  necessary,  one  copy  of  all  Washington  issued 
orders  vail  be  forv/arded  to  the  vendor.  One  copy  will  be  retained 
by  the  Administrative  Services  Division  and  all  other  copies  v;ill  be 
forwarded  to  the  state  office  for  distribution  in  accordance  with 
that  outlined  in  173 «!• 

174  Informal  Requests  for  Prices 

Foim  SCS”136  is  prescribed  for  use  in  the  infoimal  solicitation  of 
prices  if  and  when  such  prices  are  not  secured  orally.  If  such  form 

is  used  in  lieu  of  oral  solicitation,  the  form  shall  be  prepared  in 

sufficient  copies  to  permit  retention  of  one  carbon  copy  by  the  issuing 
office  at  the  time  of  solicitation,  distribution  of  the  original  and 
sufficient  copies  to  the  vendor  to  permit  retention  of  one  copy  by  the 
vendor  and  the  return  of  the  original  and  as  many  additional  copies  as 
may  be  required  for  administrative  use. 

In  the  upper  right-hand  position  of  the  form  shall  be  indicated  the 
location  of  the  office  sending  out  the  request  for  prices  and  tlie 
date.  In  the  blank  portion  of  the  form  in  the  upper  left-hiand  corner 

should  be  inserted  the  name  of  the  individual,  company  or  source  of 

supply  from  whom  prices  are  being  asked.  In  the  space  ’’destinations” 
should  be  indicated  the  location  of  the  activity  to  vrhich  delivery  is 
desired.  The  space  ’’shipping  point”  should  be  left  blank  to  be  filled 
in  by  the  vendor  furnishing  tl:ie  prices  requested.  In  the  body  of  the 
form  the  item  on  T-iiiich  prices  are  being  requested  should  be  adequately 
described  so  that  there  shall  be  no  doubt  as  to  the  type  and  quality 
of  the  item  on  which  prices  are  requested.  Where  prices  are  req^uested 
from  more  than  one  source,  description  of  items  in  each  solicitation 
shall  be  exactly  the  same  in  connection  vdth  any  one  purchase.  Com- 
plete specifications  need  not  be  indicated  as  reference  to  such  and 
such  a manufacturer’s  number  or  equal  will  be  sufficient  to  identify 
quality,  size,  make,  model,  etc,,  inmost  instances. 
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Each  inforinal  price  inquiry  solicited  in  y^riting  shall  contain  a 
statement  that  acceptance  of  an  order  ydiich  may  result  from  the 
inquiry  shall  be  subject  to  the  provision  that  no  member  of  or 
delegate  to  Congress  shall  be  admitted  to  any  share  or  part  of  the 
order ^ or  to  any  benefit  that  may  arise  therefrom^  but  that  this 
provision  shall  not  be  construed  to  extend  to  the  order  if  made 
y.dth  a corporation  for  its  benefit.  The  individual  making  the  in- 
quiry should  sign  the  original  request  for  prices  indicating  his 
official  title  thereon. 

If  in  connection  y/ith  the  purchase  of  the  item  for  yrhich  prices 
are  being  requested^  exchange  of  an  old  item  is  contemplated  and 
has  been  approved,  item  proposed  for  exchange  should  be  indicated 
on  the  form  under  the  heading  *^Less  exchange  alloyrance  on.”  The 
vendor  should  be  instructed  to. list  full  purchase  price  and  the 
exchange  allowance  as  separate  items, 

An  informal  quotation  submitted  in  response  to  a request  for  prices 
by  the  government  generally  constitutes  an  offer  to  ivhich  the  in- 
dividual submitting  the  offer  can  be  held.  The  precise  action  to  be 
taken  in  each  such  case  is  necessarily  dependent  upon  the  circum- 
stances of  the  particular  transaction, 

175  Bid  Invitation  Forms 

Please  refer  to  the  Contract  section  of  the  handbook  for  information 
regarding  prescribed  forms  and  their  proper  use, 

176  Government  Bill  of  Lading 

(a)  Use 

The  standard  government  bill  of  lading  form,  with  components  as 
listed  beloy/,  should  be  used  for  all  freight  and  express  shipments 
chargeable  to  department  funds: 

S*F.  No.  1103,  U*  S.  Government  Bill  of  Lading  - Original 

S.F*  No.  1104,  U.  S,  Government  Bill  of  Lading  - Shipping  Order 

S»F*  No.  1105^  U,  S,  Government  Freight  Waybill  - Original 

S.F*  No.  1106,  U.  S.  Government  Freight  Waybill  - Carrier’s  Copy 

S.F.  No.  1103a,  U*  S.  Govemnent  Bill  of  Lading  - Memorandum  Copy  (in 
multiples  as  required) 

(b)  Symbols  and  Numbers 

Department  of  Agriculture  bills  of  lading  are  numbered  consecutively 
from  serial  numbers  assigned  by  the  Office  of  Information.  The 
serial  number  appears  in  the  upper-right  comer  and  in  the  body  of  the 
bill  of  lading  form.  In  accordance  with  the  general  regulations,  each 
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serial  number  must  be  preceded  by  the  symbol  (Transit  bill  of 

lading  v;ill  show  the  letter  ”T’‘  as  an  insert  between  the  symbol  "a" 
and  the  serial  number » See  paragraph  below  on  the  subject  of  transit 
bills  of  ladingo)  The  number  appearing  on  the  bill  of  lading  five- 
part  form  should  also  be  shown  on  all  extra  memorandum  copies  used. 

(c)  Preparation  - Bill  of  lading  Entries 

It  is  important  that  bills  of  lading  be  carefully  prepared.  They 
should  be  legible  and  cOxmplete  in  strict  accordance  v^rith  the  instruc- 
tions on  the  reverse  side.  Any  errors  in  filling  out  these  documents 
as  to  consignee^  destination^  description^  and  marking  of  articles  to 
be  shipped^  or  the  route  specified^  may  easily  result  in  unwarranted 
cost  to  the  department.  The  folloT/'djng  instructions  cover  the  prepara- 
tion of  a bill  of  lading,  and  the  ensuing  procedure  necessary  to 
actual  shipment  by  the  shipper,  up  to  and  including  receipt  of  the 
shipment  and  accomplishment  of  the  bill  of  lading  by  the  consignee, 

(1)  Name  of  initial  transportation  company.  There  shall  be  indicated 
in  this  space  the  name  of  the  carrier  to  whom  shipment  is  tendered  at 
point  of  origin, 

(2)  Traffic  control  number.  This  space  should  be  left  blank  unless 
it  is  necessary  that  a control  number  be  assigned  to  a shipment  for 
export  or  for  other  reasons  specified  by  an  agency  exercising  regu- 
latory control  over  transportation. 

(3)  Carload  information.  Only  in  the  case  of  a carload  shipaent 
will  the  spaces  under  the  follomng  headings  near  the  top  of  the 
bill  of  Hiding  form  be  utilized. 

Car  Initials  and  No.,  Car  Length  Ft,  & Ins,,  Marked  Capacity  of  Car, 
and  Date  Car  Furnished. 

The  space  marked  ’’Stop  This  Car  At ^For ” will  be  uti- 

lized only  YiThen  it  is  desired  that  the  car  be  stopped  in  transit  for 
partial  loading  or  other  reasons  at  seme  point  intermediate  to  tiie 
origin  and  destination.  (See  follaving  paragraph  relative  to  the  ‘ 
use  of  transit  bills  of  lading  where  long  stop-overs  are  involved.) 

Determination  of  quantity  to  be  shipped.  It  should  be  determined  in 
advance  of  making  shipment  whether  or  not  the  quantity  to  be  shipped 
is  sufficient  to  be  moved  as  a carload.  If  it  is  of  sufficient  quan- 
tity, determination  should  be  made  as  to  what  size  car  Y/ill  accommo- 
date the  shipment  and  an  order  placed  for  the  minimum  size  car  tliat 
will  fulfill  requirements.  The  standard  car  is  36' 6”  long,  inside 
measurement,  and  care  should  be  taken  to  order  cars  not  in  excess  of 
this  length  unless  longer  cars  are  absolutely  necessary.  It  is  a 
well  established  rule  that  if  a carrier  furnishes  a longer  car  than 
the  car  ordered,  the  minimum  weight  shall  be  that  fixed  for  the  car 
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ordered  unless  the  loading  capacity  of  the  car  furnished  is  used. 

In  case  an  order  is  given  for  a car  and  it  later  develops  that  the 
shipment  is  not  large  enough  to  make  up  a full  carload^  the  bill 
of  lading  should  be  endorsed  '^Tendered  as  a lesS”than=carload 
shipment  - otter  freight  may  be  may  be  loaded  in  car"  in  order 
that  the  lower  rates  will  be  protected^  whether  carload  or  less-tiian- 
carload, 

(4)  Date  b/l  issued.  This  entry  must  be  made  on  all  bills  of 
lading, 

(5)  Shipping  point.  There  shall  be  indicated  the  name  of  the  town 
or  city  and  state  from  wiiich  shipment  will  originate, 

(6)  Full  name  of  shipper.  If  shipment  is  to  be  made  by  a commer- 
cial source,  the  name  of  the  contractor  or  vendor  should  be  indi- 
cated, If  shipment  is  to  be  nade  by  a government  agency,  the  name 
of  the  agency  should  be  indicated, 

(7)  Marks.  There  shall  be  listed  the  marks  as  shoY/n  on  the 
package  or  packages  being  shipped, 

(8)  Office  to  be  billed  for  transportation  charges.  The  space 
provided  for  the  "Department  or  Establishment  and  Bureau  or  Service 
and  Location"  is  usually  overprinted  someYrhat  as  follows; 

"U,  3.  Department  of  Agriculture,  Forest  Service" 

Overprint  of  the  "location"  is  optional  dependent  on  agency  require- 
ments. If  bills  of  lading  are  furnished  from  the  Central  Supply 
Section  emergency  stock  supply,  they  bear  no  specific  agency  over- 
print; the  oveiprint  is  "U,  3*  Department  of  Agriculture"  only,  and 
the  agency  name  and  location  must  be  inserted, 

(9)  Appropriation  chargeable.  The  appropriation  accountable  for 
the  transportation  charges  must  be  entered  in  this  space, 

(10)  Issuing  office.  There  should  be  indicated  the  name  of  the 
agency  office  issuing  tte  bill  of  lading  as  "Procurement  Office", 
"Property  Office",  etc, 

(11)  Name  and  title  of  issuing  officer.  There  should  be  indicated 
the  name  and  title  of  the  officer  issuing  the  bill  of  lading  as, 

"Join  Smith,  Procurement  Officer," 

(12)  Consignee,  The  name  of  only  one  consignee  shall  appear  on 
the  bill  of  lading,  except  that  there  may  be  specified  the  name  of 
a party  other  than  the  consignee  at  the  same  destination  to  be 
notified  of  the  arrival  of  the  shipment.  Delivery  will  be  facili- 
tated by  including  in  the  space  provided  the  street  address  of  the 
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consignee*  Such  information  enables  the  carrier  to  give  proper  and 
prompt  notice  to  the  consignee  when  shipment  arrives  at  destination. 
Yilien  this  information  is  not  provided^  arrival  notices  are  sent  out 
in  the  General  Delivery  of  the  Post  Office^  and  if  shipment  is  con- 
signed to  a large  city^  the  delay^  while  the  Post  Office  is  ascer- 
taining the  street  address  of  the  ccnsignee^  may  result  in  otherv^dse 
avoidable  demurrage  or  storage  charges. 

Consignments  to  nonagency  stations.  Freight  consignments  to  a 
station  at  which  there  is  no  railroad  agent  are  left  on  the  station 
platform  or  in  cars  on  the  siding,  and  the  arrival  notice  is  sent  out 
from  the  nearest  station  at  which  there  is  an  agent.  Because  ship- 
ments consigned  to  nonagency  stations  are  left  unguarded,  arrange- 
ments should  be  made  to  pick  them  up  prcmiptly.  In  same  instances 
stations  are  restricted  as  to  the  type  of  freight  v^hich  can  be  re- 
ceived, There  may  be  no  track  facilities  for  unloading  carload 
shipments  or  less-than -carload  shipments  of  heavy  equipment  which 
the  tariff  provides  must  be  unloaded  by  the  consignee.  Shippers 
should  take  due  precaution  in  this  regard.  Local  freight  agents 
usually  are  in  possession  of  the  information  necessary  to  deter- 
mine station  facilities. 

(13)  Destination,  There  shall  be  indicated  the  name  of  the  city 
or  town  and  state  at  w'-hich  the  consignee  will  receive  shipment, 

(This  should  be  the  destination  having  freight  station  nearest  to 
consignee*s  point  of  use,) 

(14)  Route,  It  is  the  established  policy  of  the  department  tliat 
only  tlie  initial  carrier  with  the  statement  ''forward  via  lovrest 
reasonable  available  rcute"  shall  be  shoimi  on  the  bill  of  lading, 
and  further  that  the  bill  of  lading  shall  carry  a through  route 
only  when  some  substantial  interest  of  the  government  is  to  be 
served  thereby.  Within  the  framework  of  this  policy^  agencies 
should^  insofar  as  practicable  and  when  competitive  bidding  is  not 
required^  distribute  government  shipments  among  the  various  carriers 
and  modes  of  transportation  to  insure^  with  due  regard  to  available 
rates  and  agency  service  requirements^  that  all  carriers  receive 
equitable  shares  of  the  traffic. 

Rail  - Initial  carrier  determination,  Ihen  the  bill  of  lading  is 
issued  at  the  point  of  origin  of  the  shipment,  information  regarding 
the  correct  initial  carrier  can  be  obtained  from  local  railroad 
agents,  Ihen  the  bill  of  lading  is  issued  from  a point  other  than 
the  point  of  origin  of  shipment^  determination  of  the  correct  initial 
carrier  can  be  obtained  from  the  local  railroad  agents  or  through  the 
use  of  the  "Official  Guide  of  the  Railvrays  and  Steam  Navigation  Lines 
of  the  United  States"  published  by  the  National  Railv/ay  Publication 
Company^  424  West  Thirty-third  Street^  New  York,  New  York^  at  ^3«50 
per  single  copy® 
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Use  of  the  Guide.  In  the  back  pages  of  the  guide  there  is  an  alpha- 
betical index  of  railroad  stations  which  lists  the  railroad  carriers 
serving  each  station.  If,  in  checking  the  shipping  point  and  desti- 
nation, it  is  noted  that  both  points  can  be  served  by  one  carrier, 
then  that  is  the  carrier  which  should  be  specified  on  the  bill  of 
lading.  If  the  shipping  point  and  the  destination  are  served  by 
different  carriers,  examine  the  individual  territory  maps  of  the 
carriers  serving  the  points  of  origin  and  destination  and  specify 
the  carrier  serving  the  point  of  origin  whose  line  runs  in  a 
general  direction  toirard  the  destination. 

Motor  freight.  If  it  can  be  determined  locally  that  use  of  a motor 
carrier,  properly  certificated  by  the  Interstate  Commerce  Cormiiission 
will  not  result  in  freight  charges  in  excess  of  the  cost  for  the 
same  service  by  rail  carrier,  or  it  is  desired  to  take  advantage 
of  service  offered  by  truckers  because  of  fast  freight  schedules 
and/or  particular  handling  or  free  pickup  and  delivery  service,  such 
trucking  service  may  be  utilized.  In  many  instances,  motor  freight 
may  be  cheaper  than  rail  freight. 

Water  carriers.  Yishen  it  appears  tliat  a substantial  interest  of  the 
department  may  be  served  in  shipping  by  water  (see  5 AR  52.2)  inf  or  - .. 
tion  concerning  rail-water  or  all -water  rates  and  routes  should  be  " 
obtained  in  accordance  with  the  procedure  prescribed  in  5 AR  521  d 
and  d»5*  It  it  proves  advantageous  to  ship  via  this  method,  the 
through  route  should  be  specified  on  the  bill  of  lading.  (See  5 AR 
522b.) 

Y^hen  a through  route  by  common  carrier  must  be  specified.  Although 
freight  privileges  in  the  form  of  land-grant  deductions  are  no  longer 
applicable  to  civil  government  shipments,  carriers  imj  still  offer 
reduced  rates  under  Section  22  of  the  Interstate  Commerce  Act.  Such 
available  reduced  rates  are  usually  applicable  only  over  specified 
routes.  Information  concerning  such  rates  having  general  application 
is  contained  in  section  10,  5 AR  530.  For  procedure  covering  appli- 
cation for  reduced  rates,  see  5 AR  521b’.'  In  accordance  with  previous 
paragraph  regarding  "water  carriers"-,  through  routes  should  be 
specified  when  making  water  shipsaents, 

Wlien  to  specify  a particular  delivering  carrier.  A carrier  cannot 
be  presumed  to  know  the  location  of  the  consignee’s  warehouse.  Thus, 
if  shipment  involves  the  movement  of  a carlot  which  is  for  unloading 
by  the  consignee,  or  if  the  shipment  involves  a less -than -carload 
movement  on  wiiich  carriers’  Lankti's  do  not  Include  free  delivery 
service,  it  is  desirable  to  specify  on  the  bill  of  lading  the  name 
of  the  delivering  carrier  whose  freight  station  or  team  track  is 
nearer  consignee’s  point  of  use.  In  making  less-than -carload  ship- 
ments to  a destination  rdiere,  under  the  provisions  of  the  tariff 
rate,  free  delivery  service  is  allowed  within  the  city  limits,  it  is 
not  necessary  to  consider  the  question  of  the  delivering  carrier  un- 
less the  consignee  is  located  outside  the  city  limits. 
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(15)  Pick-up  service  at  origin.  The  statement  of  pick-up  service 
must  be  initialed  by  a person  having  accurate  knov;ledge  of  the  facts 
and  in  most  instances  it  vsrill  not  be  the  person  signing  the  bill  of 
lading  as  issuing  officer.  The  applicable  word  or  words  must  be  in- 
serted. (See  5 AR  515b,) 

(16)  Description  of  articles  shipped;  number  and  kind  of,  and 

numbers  on,  packages;  vreights,  etc.  All  articles  should  be  described 
specifically,  naming  such  weights,  dimensions,  and  manner  of  packing 
as  vail  enable  carriers  to  ascertain  classification  and  rates  and  to 
enable  recovery  in  case  of  loss  or  damage.  (See  5 AR  518.)  In 
listing  articles,  terms  of  general  description  such  as  grain,  stone, 
lumber,  paper,  etc,,  should  be  avoided.  The  name  of  the  comaodity 
should  be  stated  in  terms  provided  in  tariffs  and  the  Consolidated 
Freight  Classification,  as:  com,  crushed  stone,  pine  lumber, 

tissue  paper,  etc,  (if  it  is  not  possible  to  designate  classification 
or  tariff  descriptions,  clear  nontechnical  descriptions  should  be  used.) 
Indicate  whether  in  bags,  in  barrels,  in  bundels,  or  boxed  or  crated; 
specify  if  "set  up"  or  "knocked  dov/n."  (See  5 AR  517,) 

'weight,  Vfnenever  it  is  possible,  the  actual  v/eight  of  a shipment,  or 
if  several  packages  of  different  classes  comprise  a shipment,  the 
separate  weight  of  each  class  of  package,  should  be  determined  and 
entered  on  the  bill  of  lading.  Railroad  scale  weights  are  acceptable, 
(Cubic  measurements  for  shipments  via  water  carriers  should  also  be 
sho'vvn  where  required,)  In  making  a large  shipment  which  it  appears 
is  or  is  close  to  being  a carload,  precaution  should  be  taken  to 
specify  the  actual  v/eight  or  estimated  weight  and  not  the  minimum 
carload  weight  applicable  to  the  goods  being  shipped.  (See  5 iiR  516, 
Carload  Shipments,) 

Spaces  to  be  left  blank..  The  boxed  section  headed  "For  Use  of  Desti- 
nation Carrier  Only"  must  not  be  covered  by  writing  . or  marks  since  it 
is  for  the  sole  use  of  the  accounting  office  of  the  destination 
carrier  to  insert  therein  the  proper  class,  rates,  and  charges.  This 
box  section  is  not  ruled  on  the  memorandum  copy  of  the  bill  of  lading 
and  such  space  thereon  may  be  used  by  the  issuing  officer  for  shov/ing 
the  estimated  transportation  charges  and  for  such  other  accounting 
classifications  as  may  be  administratively  required. 

(17)  Certificate  of  issuing  officer.  The  issuing  officer  must,  in 
every  case,  sign  the  "Certificate  of  Issuing  Officer"  regardless  of 
whether  the  bill  of  lading  is  to  be  used  by  a contractor  as  shipper. 
Carbon  impression  signatures  on  the  shipping  order  and  the  other  forms 
are  acceptable,  YiHien  the  bill  of  lading  is  to  be  used  by  a contractor 
as  shipper,  it  is  particularly  important  that  the  issuing  officer  fill 
in  above  his  signature  the  contract  or  purchase  order  number,  the  date 
thereof,  and  the  f.o.b,  point  named  in  such  contract  or  purchase  order. 
(This  reference  should  agree  with  the  shipping  point  as  named  under 
(5)f)  Unless  such  data  appear  on  bills  of  lading,  carriers  may  refuse 
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to  accept  the  shipment  from  a contractor  as  shipper.  If  the  issuing 
officer  acts  also  as  shipper^  he  may  utilize  the  space  above  his 
signature  headed  "Other  authority  for  shipment’*  as  his  particular 
agency’-  may  require  ^ 


(18)  hame  of  transportation  company  - receipt  by  carrier.  Upon 
deliveiy  of  the  property  to  the  carrier  for  shipment the  bill  of 
lading  must  be  signed  and  dated  by  the  agent  of  the  initial  carrier 
as  indicated  in  the  spaces  provided  for  that  purpose o 

(19)  Disposition  of  bill  of  lading  foms.  ¥hen  the  bill  of  lading 
is  properly  prepared  by  the  issuing  office^  it,  with  all  memorandum 
copies,  the  shipping  order,  and  the  two  freight  waybills,  is 
tendered  by  the  consignor  with  the  shipment  to  the  originating 
carrier.  The  agent  of  the  carrier  receipts  (in  the  space  provided, 
see  (18)  above)  the  original  and  all  copies,  returns  the  original 
and  memorandum  copies,  and  retains  the  shipping  order  and  the  two 
freight  waybills.  The  consignor  then  forivards  the  original  to  the 
consignee  and  makes  such  distribution  of  the  memorandum  copy  (or 
copies)  as  meets  individual  agency  requirement s. 

(20)  Original  bill  of  lading  retained  by  carrier.  Worinally,  the 
original  bill  of  lading  should  be  immediately  fon^arded  by  the 
shipper  to  the  consignee  (as  outlined  in  (19)  above)  in  order  that 
it  70.11  be  in  his  possession  upon  arrival  of  the  shipment  at  des- 
tination when  it  v/ill  be  promptly  receipted  and  surrendered  by  him 
to  the  delivering  carrier  for  billing.  However,  there  may  be  in- 
stances 7/here  this  procedure  w7ould  result  in  the  shipment  arriving 
at  destination  prior  to  the  arrival  of  the  bill  of  lading  as,  for 
exazaple,  in  cases  of  single  line  rail  hauls,  shipment  by  air  express, 
or  railway  express  and  more  often  in  the  case  of  short -distance  liauls 
by  truck.  Under  such  circumstances,  the  original  bill  of  lading  may, 
if  the  carrier  agrees,  be  surrendered  to  the  carrier  to  accompany  the 
shipment.  (See  section  9,  5 AR  515  for  procedure  governing  the 
issuance  of  bills  of  lading  for  shipment  by  Railw/ay  Express.)  When- 
ever this  procedure  is  used,  the  following  certificate  must  be  placed 
on  the  original  and  all  copies  in  the  set  of  bill  of  lading  and  the 
signature  of  the  initial  carrier’s  agent  in  the  space  provided  for 
receipt  by  him  rill  constitute  a proper  execution  of  the  certificate; 


"INITIAL  CARRIER’S  AGENT,  BY  SIGNATURE  BELOW,  CERTIFIES  HE  RECEI 
THE  ORIGBJAL  BILL  OF  LaDH'TG 


Disposition  of  memorandum  copies.  In  such  cases  the  shipper  (issuing 
officer)  will  retain  one  memorandum  copy  of  the  bill  of  lading  and 
wrill  foriTard  immediately  to  the  consignee  one  memorandum  copy,  both 
copies  bearing  the  above  certification.  If  a contractor  is  shipper, 
he  will  retain  one  copy  and  forward  one  copy  each  to  the  issuiig 
officer  and  consignee  a 
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(21)  Consignee’s  certificate  of  delivery.  The  shipper  or  issuing 
officer  v/ill  execute  no  portion  of  this  entry.  Upon  receipt  of  the 
shipment j and  after  checking  same  with  the  bill  of  lading,  the  con- 
signee (or  in  the  absence  of  the  consignee,  some  person  duly 
authorized  by  him)  shall  accomplish  the  bill  of  lading  in  hand- 
writing in  ink  as  outlined  thereon,  and  surrender  it  to  the  agent 
of  the  delivering  carrier.  If,  at  the  time  of  delivery,  it  is  evi- 
dent that  there  is  loss  or  damage  involved,  notations  as  to  the 
nature  and  extent  thereof  should  be  made  in  the  space  provided  on 
the  reverse  side  of  the  bill  of  lading.  In  cases  of  loss  or  damage 
which  do  not  become  evident  until  after  delivery  has  been  iTiade, 
such  loss  or  damage  should  be  reported  to  the  local  agent  of  the 
deliverying  carrier  as  soon  as  possible  thereafter,  (See  5 hR 
520c  and  d,)  The  consignee  must  not  neglect  to  canplete  the  state- 
ment as  to  delivery  service.  (See  5 ATi  515b.) 

Ordering  special  services,  iiten  a carrier  is  requested  to  perform 
special  services  incident  to  the  line-haul  transportation,  the  bill 
of  lading  should  be  endoresed  to  show  the  name  of  the  carrier  upon 
Ydd-ch  the  request  was  made,  the  kind  and  scope  of  the  special 
services  ordered,  and  the  fact  that  such  services  vrere  rendered. 

This  endorsement  should  be  signed  by  or  for  the  person  who  ordered 
the  special  services.  If  it  is  not  practical  to  so  endorse  the  bill 
of  lading,  the  same  infomation  may  be  provided  in  a statement 
bearing  the  symbol  and  number  of  the  covering  bill  of  lading.  This 
statement  should  be  signed  by  or  for  the  person  who  ordered  the 
service  and,  if  possible,  attached  to  the  bill  of  lading.  If  the 
bill  of  lading  is  not  available,  the  statement  should  be  surrendered 
to  the  carrier  from  Yjiiich  the  services  were  ordered,  for  transmittal 
to  the  last  line-haul  carrier  and  presentation  in  connection  with  the 
bill  for  line-haul  transportation  charges, 

(22)  Supplying  contractor  or  vendor  vdth  bill  of  lading.  Bills  of 
lading  supplied  contractors  or  vendors  called  upon  to  ship  material 

at  department  expense  should  be  filled  in  at  least  as  to  appropriation 
from  which  charges  should  be  payable,  office  to  v/-hom  charges  should 
be  billed,  consignee  and  destination,  and  issuing  officer’s  certifi- 
cate. 


U.  S.  Government  Transit  Bill  of  Lading  Forms 
(a)  Definition  of  Transit 

’’Transit”  as  that  term  is  used  is  the  practice,  authorized  by  tariffs, 
of  shipping  a commodity  from  point  A to  point  B,  there  subjecting  it  to 
some  manufacturing  or  commercial  process  (or  storage),  and  re shipping 
it  to  destination  C at  a through  rate  less  than  the  canbination  of 
local  rates  from  A to  B and  from  B to  C,  which  v/ould  be  applicable  in 
the  absence  of  a transit  provision.  The  shipment  usually  passes  out 
of  the  carrier’s  control  at  transit  point  B and  at  a later  date  is  again 
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delivered  to  the  carrier  for  further  transportation, 

(b)  Use 

The  lolloirTing  standard  foims  have  been  prescribed  for  use  in  connec- 
tion YiTith  government  shipments  accorded  transit  reshipment  privileges, 

3F  No.  1131^  U.  3.  Government  Transit  Bill  of  Lading  - Original 

SF  No,  1132^  U,  3.  Government  Transit  Bill  of  Lading  - Shipping  Order 

SF  No,  1133^  U.  3.  Government  Transit  Freight  "kTaybill  - Original 

SF  No,  1134^  U.  S.  Government  Transit  Freight  Waybill  - Carrier’s  Copy 

SF  No,  1131a j U.  S.  Government  Transit  Bill  of  Lading  - Memorandum  Copy 

The  transit  bill  of  lading  will  be  issued^  after  shipment  has  been  made 
from  origin  to  transit  point,  to  cover  shipment  from  the  transit  point 
to  destination.  The  regular  bill  of  lading  will  be  issued  to  cover 
shipment  from  origin  to  transit  point.  The  size  of  the  transit  bill 
of  lading  is  8-^  x 14  Inches  vdiich  is  3 inches  longer  than  the  regular 
bill  of  lading.  The  extra  space  has  been  utilized,  in  the  body  of  the 
form  under  the  space  provided  for  description  of  shipment,  for  the 
furnishing  of  information  relative  to  the  inbound  shipment  from  origin 
to  transit  point.  The  U.  S.  Government  Transit  Bill  of  Lading  forms 
will  be  assigned,  by  the  Office  of  Information,  a separate  set  of 
serial  numbers  beginning  with  number  one  (1)^  with  the  letter  ”T” 
placed  between  the  regular  departmental  letter  symbol  and  the 
serial  number* 

(c)  Related  forms 

Standard  Forms  1107^  1108  and  1108a  (Temporary  Receipt  in  Lieu  of  U.  S« 
Governraent  Bill  of  Lading,  and  Certificate  in  Lieu  of  Lost  U,  S® 
Government  Bill  of  Lading  - original  and  memorandum  copy)  and  the  bill 
of  la. ding  continuation  sheets  (Standard  Forms  1109 ^ 1109a,  1110,  1111 
and  1112)  may  be  used  in  connection  wmth  the  transit  bill  of  lading  in 
tlB  same  way  as 'they  are  used  with  the  reg'ular  bill  of  lading. 

Temporary  Receipt 

(a)  Use 

In  the  event  the  bill  of  lading  covering  a shipment  is  not  in  the  hands 
of  the  consignee  upon  arrival  of  the  shipment,  there  may  be  temporarily 
substituted^  for  the  bill  of  lading,  S.  F.  1107,  Temporary  Receipt  in 
Lieu  of  U,  3.  Government  Bill  of  Lading,  Use  of  the  temporaiy  receipt 
should  be  limited,  as  far  as  practicable  to  cases  where  the  receipt  of 
the  bill  of  lading  has  been  delayed  and  where  immediate  delivei’y  of  the 
shipment  is  imperative, 

(b)  Records 

Under  no  circumstances  will  transportation  charges  be  paid  on  a tem- 
porary receipt;  hence,  in  order  tliat  prompt  payment  may  be  made  to 
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the  carrier^  the  person  responsible  for  issuing  the  temporaiy  re- 
ceipt (s)  should  maintain  a record  of  those  issued  and  promptly 
replace  them  vdth  the  original  bills  of  lading  or  certificates  in 
lieu  of  lost  bill  of  ladinge 

Certificate  in  Lieu  of  Lost  Bill  of  Lading 

(a)  Use 

If  the  original  bill  of  lading  cannot  be  found  after  every  effort 
has  been  made  to  locate  it  and  it  is  evident  tiiat  it  has  been  lost 
or  destroyed_,  S»  No,  1108^  Certificate  in  Lieu  of  Lost  U.  3. 
Government  Bill  of  Lading^  and  S.  F„  No.  1108a^  Memorandum  Copy^  may 
be  used  as  a basis  for  settlement  of  the  transportation  charges. 

The  consignee  may  issue  a certificate  in  lieu  of  lost  bill  of  lading 
provided  that  he  is  an  employee  of  the  Department^  has  access  to  the 
forms^  and  there  are  office  records  that  Ydll  permit  the  maintenance 
of  a permanent  record  of  the  issuance  of  such  certificates  by  means 
of  the  memorandum  copies.  Ke  must  also  have  in  his  possession  at 
the  tiiue  of  issuance  a memorandum  copy  of  the  lost  original  bill  of 
lading^  3»  F.  No.  1103a  or  llBla^  or  the  carrier’s  freight  waybill^ 

S.  F.  No.  1105  or  1133^  vdiich  vdll  enable  him  to  accomplish  the 
certificate  in  lieu  of  lost  bill  of  lading  in  every  detail.  If  the 
consignee  does  not  have  the  proper  documents  to  enable  him  to  pre- 
pare a certificate  in  lieu  of  lost  bill  of  lading^  he  must  refer  the 
matter  to  the  officer  v.-'ho  issued  the  original  bill  of  lading.  The 
issuing  officer  v;'ill  prepare  the  certificate  in  lieu  of  lost  bill 
of  lading  and  immediately  forv/ard  it  to  the  consignee  for  execution 
of  the  certificate  of  delivery, 

(b)  Execution  of  Certificate 

The  follovdng  certificate  v/hich  has  been  incorporated  in  the  Certi- 
ficate of  Issuing  Officer  and  in  the  Certificate  of  Consignee  printed 
on  the  face  of  the  Certificate  in  Lieu  of  Lost  U°  S.  Government  Bill 
of  Lading,  3.  F.  No.  1108,,  must  be  executed  by  the  consignee  or  the 
issuing  officer  who  issues  the  certificate  in  lieu  of  lost  bill  of 

lading:  ’’Issued  in  Exact  Conformity  with  Standard  Form  No, 

in  my  Possession.” 

(c)  Disposition 

If  the  consignee  has  already  issued  a temporary  receipt,  he  should  so 
indicate  on  the  certificate  in  lieu  of  lost  bill  of  lading,  turn  the 
latter  over  to  the  carrier  and  send  a copy  through  proper  channels  to 
the  administrative  accounting  office  concerned. 

(d)  Use  of  Old  Certificates  in  Lieu  of  Lost  Bill  of  Lading 

Until  such  time  as  any  supplies  of  certificates  in  lieu  of  lost  bill 
of  lading  prescribed  by  General  Regulations  97,  issued  April  13,  1943, 
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on  hand  are  exhausted,  a certificate  in  the  exact  words  stated  in  (b) 
above  should  be  stamped  or  typed  on  the  face  of  the  certificate  in 
lieu  of  lost  bill  of  lading. 

(e)  Original  Bill  of  Lading  Located 

(1)  Before  settlement  is  made.  If  the  original  bill  of  lading  is 
located  before  settlement  is  made  on  the  certificate  in  lieu  of  lost 
bill  of  lading,  said  original  bill  of  lading  will  be  substituted 
therefor  and  the  certificate  v/ill  be  marked  with  the  notation  - 
"Canceled — original  bill  of  lading  located  and  delivered  to  the 
destination  carrier"  and  returned  to  the  office  T/hich  originally 
issued  the  certificate  in  lieu  of  lost  bill  of  lading, 

(2)  After  settlement  is  made.  If  the  original  bill  of  lading  is 
located  after  settlement  is  made,  it  will  be  forwarded,  with  appro- 
priate advice,  to  the  administrative  office  concerned,  there  to  be 
properly  voided  and  inscribed  with  the  name  of  the  disbursing  officer 
and  his  voucher  number  (or  the  General  Accounting  Office  certificate 
of  settlemoit  number)  and  the  date  on  which  the  Certificate  in  Lieu 
of  Lost  U.  3.  Government  Bill  of  Lading,  issued  in  its  stead,  was 
paid,  and  then  transmitted  to  the  General  Accounting  Office. 

Commercial  Bill  of  Lading  Converted  to  Government  Bill  of  Lading 

(a)  Policy 

Government  property  shoiiLd  not  be  shipped  on  a commercial  bill  of 
lading  or  express  receipt  unless  such  piecedure  is  unavoidable. 

Payment  to  the  carrier  of  the  transportation  charges  will  not  be  made 
by  the  department  on  such  commercial  document  alone. 

(b)  Procedure 

If  shipment  is  of  necessity  made  on  a commercial  bill  of  lading  or 
commercial  e^qjress  receipt,  the  words  - "To  be  Converted  to  a Govern- 
ment Bill  of  Lading"  - must  be  placed  on. the  original  commercial  docu- 
ment and  all  copies.  If  the  consignee  is  not  a government  employee 
or  establishment,  the  original  commercial  bill  of  lading  or  express 
receipt  shall  be  fonvarded  by  the  shipper  to  the  government  official 
Yfho  authorized  the  shipment.  The  consignee  or  other  authorized 
officer  Yfill  then  prepare  a government  bill  of  lading  to  cover  the 
shipnent,  signing  as  issuing  officer.  The  commercial  document  on 
Y/hich  property  was  shipped  should  be  securely  attached  to  the  govern- 
ment bill  of  lading  and  both  the  government  bill  of  lading  and  the 
cornimercial  document  should  be  cross-referenced  and  forv^arded  promptly 
to  the  consignee  (if  the  consignee  is  not  preparing  officer)  for 
execution  of  consignee's  certificate  of  delivery  on  the  government  bill 
of  lading  and  surrender  thereof  to  the  destination  carrier  upon  de- 
livery of  the  shipment.  The  signature  of  the  agent  of  the  initial 
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carrier  will  not  be  required  on  the  government  bill  of  lading  as  it 
will  appear  on  the  commercial  document. 

(c)  Lost  Commercial  Bills  of  Lading 

(1)  Converting  other  than  original  commercial  document.  If  the 
commercial  bill  of  lading  or  commercial  express  receipt  on  Yfhich 
government  property  was  unavoidably  shipped  should  become  lost  or 
destroyed^  but  the  consignee  has  in  his  possession  the  carrier's 
"Shipping  Order"  or  the  carrier's  "Freight  l^.aybill"  (A»A»R»  Standard 
Form  No.  AD-129-Part  3)  or  the  Railway  Express  Agency  "Delivery 
Sheet" ^ the  consignee  may  convert  such  commercial  document  to  a 
government  bill  of  lading  which  he  v;ill  obtain,  if  he  himself  is  not 
in  a position  to  furnish  it,  from  the  government  official  v/ho 
authorized  the  shipment.  To  avoid  duplicate  payment  of  the  trans- 
portation charges,  there  should,  of  course,  be  an  adequate  system 
of  control  such  as  the  maintenance  of  a record  of  the  issuance  of 
government  bills  of  lading  in  conversion  of  commercial  documents, 

(2)  Converting  photostat  copy  of  other  than  original  commerical 
document®  Under  the  same  conditions,  the  consignee  may  also  con- 
vert a photostat  co.:y  of  the  carrier's  "Shipping  Order"  or  the 
Railway  Express  Agency  "Delivery  Sheet". to  a government  bill  of 
lading  provided  that,  before  photostating  the  commercial  document, 
the  carrier  places  thereon  a notation  as  follov/ss  "Photostat  copy 

of  this  Document  furnished  Consignee  on  (date) ^to  be  converted 

to  a Government  Bill  of  Lading." 

(3)  Converting  certified  copy  of  other  than  original  commercial 

document.  A certified  true  copy  of  the  above  corainercial  documents 
furnished  by  the  carrier  may  likewise  be  converted  to  a government 
bill  of  lading  by  the  consignee,  provided  the  certified  true  copy 
contains  a carbon  impression  thereon  obtained  by  typing  or  othen^lse 
placing  on  the  carrier's  "Shipping  Order"  or  the  Railway  Express 
Agency  "Delivery  Sheet"  the  follov/ing  statement:  "Certified  True  Copy 

of  this  Document  furnished  Consignee  on  (date) to  be  con- 

verted to  a Government  Bill  of  Lading." 

(4)  Location  of  lost  original  commercial  document.  If  the  lost 
original  commercial  bill  of  lading  or  lost  commercial  express  receipt 
is  located  subsequent  to  the  conversion  of  the  carrier's  "Shipping 
Order"  or  the  carrier's  "Freight  Waybill"  (a»A.R.  Standard  Form  No. 
AD-129~Part  3)^  or  the  I^ilway  Express  Agency  "Delivery  Sheet"  to  a 
government  bill  of  lading,  it  Ydll  be  forvfarded  with  appropriate  ad- 
vice to  the  administrative  office  concerned,  v^here  after  payment  has 
been  effected  on  one  of  the  above  documents,  the  original  vv'ill  be 
properly  voided  and  inscribed  with  the  name  of  the  disbursing  officer 
and  his  voucher  number  (or  the  General  i^ccounting  Office  certificate 
of  settlement  number)  and  the  date  on  which  paid,  and  then  transmitted 
to  the  General  Accounting  Office, 
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(a)  Continuation  sheets « The  following  standard  forms  are  prescribed 
as  continuation  sheets  for  use^  if  needed^  with  the  regular  governiaent 
bill  of  lading,  3.  F,  1103,  etc.,  and  the  Government  Transit  Bill  of 
Lading,  3.  F»  1131,  etc; 

SF  1109,  U.  3.  Government  Bill  of  Lading  - Original,  Continuation  Sheet 
SF  1109a,  U.  S.  Government  Bill  of  Lading  - Memorandum,  '•  *• 

SF  1110,  U.  3.  Government  Bill  of  Lading  - Shipping  Order,  ” ” 

SF  1111,  U.  3.  Goveinment  Freight  \Taybill  - Original, 

SF  1112,  U.  3.  Government  Freight  Waybill,  Carrier’s  Copy,  ” ” 

(b)  Voucher  forms 

(1)  Use 

Standard  Form  No.  1113,  Public  Voucher  for  Transportation  Charges 
(original)  and  Standard  Form  No.  1113a,  Public  Voucher  for  Transportati 
Charges  (memorandum)  are  prescribed  for  use  by  carriers  as  the  forms  on 
which  to  bill  their  charges  against  all  branches  of  the  government  serv 
ice  for  the  transportation  of  things.  The  arrangement  of  this  voucher 
form  requires  only  the  listing  of  the  symbol  and  serial  number  and 
amount  of  each  bill  of  lading,  and  does  not  provide  for  descriptive 
details  of  the  service  rendered.  (7  AR  624.) 

(2)  Cost 

Carriers  vd.ll  bear  the  cost  of  the  transportation  voucher  forms.  They 
may  purciiase  then  from  the  Superintendent  of  Documents,  Government 
Printing  Office,  W'ashington,  D.  C.,  or  may  print  the  forms  themselves 
or  h£;ve  than  printed  by  any  association  of  carriers,  provided  the 
exact  size,  w'ording,  and  arrangement,  as  approved  by  the  Comptroller 
General  of  the  United  States,  is  adhered  to. 

Furnishing  vouchers  to  carriers.  If  there  arises  the  question  of  de- 
partment agencies  furnishing  copies  of  the  standard  transportation 
voucher  to  those  transportation  companies  (primarily  small  truckers) 
vfhose  business  with  the  government  is  so  intermittent  that  their  knov/1- 
edge  of  government  billing  procedures,  forms,  etc.,  is  somevfhat  limited 
the  procedure  should  be  as  follovfs. 

Education  in  billing  requirements.  Where  offices  have  been  in  the 
habit  of  supplying  small  independent  carriers  with  voucher  forms  and 
v;here  it  is  known  that  additional  shipment  vail  be  made  via  the  sane 
carriers,  there  should  be  instituted  a gradual  education  in  billing 
requirements.  In  other  words,  rather  than  continue  to  supply  a certain 
carrier  vrith  a voucher  each  time  he  makes  a shipment,  it  is  suggested 
that  he  be  furnished  v/ith  one  copy  to  use  as  a sample  and  possibly 
others  to  take  care  of  his  immediate  needs  and  that  he  be  advised  hav 
and  where  he  may  obtain  a supply 
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Exceptions  to  general  rule.  In  some  instances,  hov;ever,  it  may  be 
impractical  to  ask  carriers  rendering  very  infrequent  service  to 
obtain  a supply  of  voucher  forms  through  the  prescribed  channels. 

In  such  cases,  there  is  no  objection  to  furnishing  the  carrier  Y.mth 
a voucher.  Field  officers  should  jud--^e  the  merits  of  each  case. 

Requisitioning  forms.  Agencies  may  obtain  supplies  of  Standard  Forms 
1113  and  1113a,  for  the  purposes  mentioned  above,  from  the  General 
Services  Administration  supply  centers., 

176.1  Bill  of  Lading  Accountability  Record 

V.'hen  it  is  determined  that  proper  accountability  control  can  be 
maintained  through  the  use  of  copies  of  bills  of  lading,  the  main- 
tenance of  3.  F,  1121  may  be  discontinued. 

176.2  Frei^t  or  Express  Shipments  to  liashington,  D.  C. 

All  freir^t  or  express  shipments  to  the  Soil  Conservation  Service, 
uashington,  D.  C.,  shall  be  covered  by  a bill  of  lading  at  the  tlae 
of  shipment.  All  such  shipments  shall  be  addressed  to  the  Soil 
Conservation  Service,  South  Agriculture  Building,  Vi'ashington  25, 

D.  C.  The  original  of  the  bill  of  lading  shall  be  fonvarded  promptly 
to  the  above  address. 

177  Tax  Exemption  Certificates 

Certain  states,  municipalities,  and  local  authorities  have  laposed  a 
sales  tax  on  sundry  commodities  frou  the  payment  of  vdiich  the  United 
States  is  exempt,  and  the  Revenue  ^*ct  of  1932,  as  amended,  imposing 
an  excise  tax  on  manufacturers,  producers,  and  Importers,  provides 
for  the  exemption  from  the  payment  of  such  tax  when  merchandise  is 
sold  direct  to  the  United  States  Government  and  for  the  adjust^Ent 
or  refund  of  such  tax  to  the  manufacturers,  producers  or  importers  in 
those  cases  v/here  the  merchandise  on  which  the  tax  is  paid  is  resold 
for  the  use  of  the  United  States  Government,  exclusive  of  the  federal 
tax.  See  5 idl  284 » 

The  Revenue  Act  of  1943  (Public  Law  235)  terminates  certain  govern- 
mental tax  exemptions  and  Imposes  taxes  on  certain  articles  and 
services  previously  exempted  when  sold  or  furnished  to  the  United 
States  Government,  Therefore,  v;here  federal  taxes  are  imposed  on 
articles  or  services  no  exemption  is  provided  except  those  specifically 
authorized  for  the  Department  of  Agriculture  by  the  Secretary  of  the 
Treasury,  as  follows: 

(a)  Any  payment  for  telephone,  telegraph,  cable,  radio,  or  leased  v^ire 
services  or  facilities  furnished  directly  to  tiie  United  States  and  for 
■which  payment  is  made  directly  by  the  United  States,  provided,  that 
nothing  in  the  authorization  sliall  be  construed  to  authorize  any 
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exemption  as  to  payment  for  services  or  facilities  furnished  to  a 
contractor^  or  other  person^  operating  under  a contract  to  perfom 
■v/ork  on  behalf  of^  or  to  furnish  articles  or  material  to  the 
United  States  Governiuent  or  any  agency  thereof. 

(b)  Any  payment  for  transportation  of  persons  (including  seats^ 
berths j etc.,)  furnished  to  the  goverrment  upon  a U«  3.  Government 
transportation  request, 

(c)  Any  payment  for  transportation  of  property  to  or  from  the 
Government  of  the  United  States  shipped  on  a Government  Bill  of 
Lading.  Except  as  provided  above  in  (a),  (b)  and  (c)  billings 
will  include  federal  excise  taxes.  In  case  of  the  three  classes 
of  exeiaptions  authorized  in  (a),  (b)  and  (c)  no  exemption  certif- 
icates siiall  be  issued  as  billings  mil  be  made  without  inclusion 
of  the  federal  tax. 

The  folloTd.ng  standard  forms  are  to  be  used  by  all  departments, 
establishments  and  agencies  of  the  United  States  Government  in 
the  purchase  of  such  merchandise  for  the  exclusive  use  of  the 
United  States  Government, 

No.  1094  - U.  S.  Government  Tax  Exem.ption  Certificate 
No.  1094a  - Cover  of  U,  3.  Government  Tax  Exemption  Certificate 
book  (front,  outside,  and  inside;  back,  outside) 

No,  1094b  - Tabulation  sheet  (insert) 

177.1  Responsibility  - Issuance 

(1)  Listed  below  are  certain  regulations  relative  to  the  issuance 
of  tax  exemption  certificates; 

(a)  Standard  Form  No.  1094  - U,  3.  Government  Tax  Exemption 
Certificate . 

1.  Will  be  used  when  a State  or  local  sales  tax  attaches  at 
the  time  of  sale  to  the  consumer  ana, 

a.  the  vendor  sells  at  a price  exclusive  of  such  tax,  in  which 
case  the  form  will  be  for  use  by  the  vendor  in  claiming  exemption 
from  the  payment  of  the  tax  to  the  taxing  authority; 

b.  the  vendor  refuses  to  sell  at  a price  exclusive  of  such  tax, 
in  which  case  the  form  will  be  used  by  the  United  States  Government 
as  the  basis  for  billing  the  taxing  authority  for  a refund  for  the 
taxes  paid® 

2.  May  be  used  when  it  has  been  definitely  established  at  time 
of  purchase  that  the  price  paid  is  exclusive  of  the  Federal  tax 
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imposeci  by  the  Revenue  nct  ol  1943  in  ivhicii  case  it  v/ill  oe  lor 
use  by  the  seller  as  evidencing  the  sale  to  the  United  States 
Government  ol  tne  co.iuioaity  and  in  the  quantity  stated. 

3*  be  used  rhiere  purcxiases  are  raade  under  contract  pro- 

viding lor  deliveries  extending  over  a period  ol  tlnej  in  vrhicxn 
case  a certilicate  raa^^  be  issued  by  the  office  purcl'iasing,  and 
given  to  the  contractor  to  support  invoices  covering  actual  de- 
liveries to  the  United  States  Sovernaent  ol  the  coaaaodity  and  in 
the  quantity  stated. 

(b)  Standard  Forms  Nos.  1094^  and  b - U.  3.  3ovemraent  Tax 
lixeniption  Certificate  Book  Cover  and  Tabulation  Sheets,  hill 
be  used  for  the  purpose  of  keeping  a permanent  record  in  the 
respective  Adiainistrative  offices  of  Tax  Exemption  Certificates 
issued. 

(c)  Standard  Form  No.  1094c  - U.  S.  Govemaent  Tax  Sxeaiption 
Identification  Card  - Standard  Department  of  Agriculture  Identifi- 
cation card  used  in  lieu  of  this  form. 

(2)  A separate  certificate  vail  be  prepared  for  each  kind  of  tax 
(state,  local,  etc.)  involved  under  the  conditions  described  in 
Paragraph  (a)  above.  In  the  issuance  of  these  certificates  care 
must  be  exercised  by  the  purchaser  to  fill  in  the  block  provided 
for  showing  on  each  certificate  the  separate  amounts  of  the  taxes 
involved  so  that  the  certificates  may  be  used  only  for  the  purpose 
intended.  The  purchaser  will  insert  his  signature  and  title  on  the 
line  provided  therefor.  The  certificate  will  be  issued  to  the 
vendor  when  the  price  paid  is  exclusive  of  the  State  or  local  tax, 
but  will,  in  accordance  wdth  Paragraph  (a)-l.-b.,  be  retained  by 
the  purchaser  when  the  price  paid  includes  a State  or  local  tax. 

In  the  latter  case,  the  serial  number  of  the  certilicate  will  be 
shown  on  the  payment  voucher  and  the  certificate  (Certified 
"Correct  and  Just"  by  the  vendor)  wall  be  foxmvarded  with  the 
voucher. 

(3)  If  the  space  provided  for  showing  the  quantity,  price,  etc., 
of  the  articles  purchased  is  not  sufficient,  a separate  statement 
inay  be  attached  to  the  form, 

(4)  Exemption  Certificates  llust  Not  Be  Issued; 

(a)  For  merchandise  r:urchased  which  is  subject  only  to  the  Federal 
tax  and  such  tax  is  included  in  the  price  paid. 

(b)  For  items  of  subsistence  expense  v;hen  an  official  or  employee 
of  the  Service  is  traveling  on  official  business  under  a per  diem 
alloYxance . 
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(c)  For  items  of  travel  expense  v/hen  an  official  or  employee  of 
the  Service  is  traveling  on  official  business  under  a per  diem 
allowance . 

(d)  By  individuals  in  official  travel  status^  unless  payment  is 
actually  made  at  the  tiime  of  purchase. 

(5)  The  fraudulent  use  of  a certificate  for  the  purpose  of  secur- 
ing exemption  from  the  payment  or  adjustment  of  taxes  will  subject 
the  guilty  party  to  a fine  of  §10^ 000 ..00  or  imprisonment  for  not 
more  than  10  years^  or  both. 

(6)  Receipt  forms  have  not  been  provided  in  the  Tax  Exemption 
Certificate  books.  It  will  be  necessary,  therefore,  when  making 

a cash  purchase,  for  the  purcl'iaser  to  secure  a proper  receipt  from 
the  vendor  to  support  his  (the  purchaser’s)  reimbursement  claim. 

Such  receipts  should  be  prepared  with  typewriter,  ink,  or  indelible 
pencil,  should  contain  a statement  showing  wdiether  the  amount  paid 
included  any  tax,  and  should  show  the  title  of  the  individual 
signing  for  the  vendor. 

(7)  Necessary  steps  shall  be  taken  by  the  Stats  Office  toward 
collection  of  the  refund  of  the  taxes  paid  from  the  State  or  local 
taxing  agency.  Yihien  tax  exemption  certificates  are  to  be  issued 
they  may  be  furnished  at  the  time  purchase  order  is  drawn  in  such 
instances  where  the  quantity  of  material  for  delivery  is  definitely 
imoi/vn.  If  the  exact  quantity  for  delivery  cannot  be  correctly 
determined  at  the  time  purciiase  order  is  issued  on  an  award,  tax 
exemption  certificate  may  be  issued  in  blank  with  regard  to  the 
specific  quantity.  Infoimation,  hoivever,  as  to  the  contract  number 
and  purchase  order  number  shall  be  indicated  in  order  that  the 
taxing  authority  may  determine  the  correct  amount  of  tax.  Such 
certificate  is  to  be  supported  by  vendor’ s copies  of  his  invoices 
Ydien  claiming  exemption. 

(8)  If  desirable,  Y/hen  the  quantity  for  delivery  cannot  be  cor- 
rectly determined  at  the  time  purchase  order  is  issued,  tax  exemp- 
tion certificate  may  be  issued  upon  receipt  of  invoice  from  the 
vendor.  iVnere  the  exact  amount  of  tax  involved  cannot  be  determined 
in  those  instances  where  the  specific  amount  of  material  for 
delivery  is  known,  the  exemption  certificate  may  be  issued,  giving 
complete  description  and  quantity  of  the  coniiuodity  ordered,  the 
purchase  order  number,  contract  number,  etc.,  with  the  space  for 
the  amount  of  taxes  involved  left  blank.  Taxing  authorities  may 
ascertain  from  this  infomation  the  proper  amount  of  tax.  In 
instances  where  the  certificate  cannot  be  correctly  issued  at  the 
time  the  purchase  order  is  fomYarded  to  the  vendor,  notation 
should  be  indicated  on  copies  of  the  purchase  order  to  the  effect 
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that  the  tax  exemption  certificate  shall  be  furnished  upon  receipt 
of  certified  invoice.  In  such  instances,  the  exemption  certificate 
shall  be  issued  by  the  State  Office  at  the  time  vendor’s  invoice  or 
voucher  is  received  and  placed  in  line  for  payment.  Vihen  certifi- 
cates are  issued  and  forv/arded  to  the  vendor  with  the  purchase 
order,  the  number  of  the  certificate  shall  be  listed  on  the 
original  arid  all  copies  of  the  order. 

177 . 2 Ac  countability 

The  accountability  of  the  unused  books  rests  with  the  Budget  and 
Finance  Division,  therefore,  books  of  tax  exemption  certificates, 
for  subsequent  issuance  to  vendors,  shall  be  secured  from  the 
Budget  and  Finance  Division.  See  Budget  and  Finance  Handbook  951* 

177.3  Loss  of 

Should  it  develop  that  a tax  exemption  certificate  issued  to  a 
vendor  has  become  lost  by  the  vendor  after  its  issuance,  thereby 
necessitating  the  issuance  of  additional  certificate  to  permit 
the  vendor  claiming  exemption  from  the  tax,  another  tax  exemption 
certificate  shall  be  issued  carrying  the  same  information  as  was 
inserted  on  the  original  exemption  certificate  issued  to  him.  In 
addition  to  that  information,  the  second  certificate  should  be 
plainly  marked  "Duplicate  of  Certificate  No.  

178  Vouchers 

For  information  on  the  preparation  and  handling  of  vouchers  and 
invoices,  see  Budget  and  Finance  Handbook  800  et  seq. 
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PROPOSED  PEmiAHEI^T  CHaNC-E  OR  mi  INSTALLATION 
IJ.  TELEPHONE  Al^D/OR  TELETYPETOTTER  SERVICES 

DATE: 


1.  BUREAU; 


2 c LOCATION;  

(City)  (state) 


(Address)  (Name  of  Building) 

3o  TELEPHONE  SERVICE; 

a»  Type  of  proposed  installation 

b.  TPS  item  number (s) 

c.  New  installation  ( ) Addition  to  present  installation  ( ) 
Substitution  for  present  installation  ( ) 

d.  Cost  of  proposed  installation  5 Nonrecurring 

^ Re  cur  ring 

Cost  of  present  installation  $ Nonrecurring 

I _Re  cur  r in  g 

e®  Number  of  personnel  to  be  served  from  proposed  installations 


fc  Are  there  on-premise  or  off-premise  facilities  that  could  be 

utilized  in  lieu  of  proposed  installation?  

(Yes)  (No) 

g»  If  answer  to  question  f is  “Yes”  give  detailed  reasons  why  existing 
facilities  cannot  be  utilized  in  lieu  of  proposed  installation; 


h«  Date  installation  desired 

4.  TELETYPEWRITER  SERVICE; 

ao  Type  of  proposed  installation 

b«  TPS  item  number (s) 

Cc  New  installation  ( ) Addition  to  present  installation  ( ) 
Substitution  for  present  installation  ( ) 
do  Number  vfords  per  month  each  circuit 


e»  Are  there  on-premise  or  off -premise  facilities  that  could  be 

utilized  in  lieu  of  proposed  installation?  

(Yes)  (No) 

f » If  answer  to  question  e is  “Yes”  give  detailed  reasons  why  existing 
facilities  cannot  be  utilized  in  lieu  of  proposed  installation; 


gc  Date  installation  desired_ 


Bureau  Representative 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
SOIL  CONSERVATION  SERVICE 
WASHINGTON  25^  Dr  C** 


February  2^^  19^U 


STATE  CONSERVATIONISTS 

TERRITORIAL  CONSERVATIONISTS 

OFFICIALS  IN  CHARGE,  INTERIM  REGIONAL  OFFICES 

FIELD  CARTOGRAPHIC  OFFICES 


Attached  are  revisions  of  the  Procurement  and  General  Services  and  the 
Records  Management  and  Communications  portions  of  the  Administrative 
Services  Division  Handbooks 

These  are  being  forwarded  for  your  advance  information  and  review  and 
in  order  that  they  may  be  discussed  at  the  forthcoming  Administrative 
Officers’  meeting  scheduled  for  March  15,  195U* 

The  portion  of  the  Records  Management  Handbook  covers  the  responsibilities 
in  Records  activities  at  the  National  arrl  State  level**  The  other  two 
portions  covering  disposal  schedules  and  communications  will  be  forwarded 
at  a later  date® 

The  Procurement  and  General  Services  portion  of  the  Handbook  covers  the 
delegation  of  certain  procurement  authority  and  pertinent  purchase  pro- 
cedures® 

The  authorities  and  functions  delegated  to  the  ’’State  Administrative 
Officer”  in  both  portions  should  be  understood  to  include  comparable 
officials  at  the  Territorial  Offices  and  the  Cartographic  Field  Offices 
having  Administrative  staffs® 

Until  such  time  as  the  State  Administrative  Officers  have  assumed  the^r 
new  official  duties,  the  procurement  and  related  authorities  delegated 
to  such  offices  may  be  exercised  by  the  State  Conservationists  or  the 
State  Administrative  Assistants® 
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RECORDS  MANAGEMENT  AND  COMMUNICATIONS 
Scope 

BUREAU  RESPONSIBILITY 
STATE  RESPONSIBILITY 

Responsibility  of  Field  Offices  under  Jurisdication  of  the 
State  Office 
RECORDS  MANAGEMEI\IT 
DEFINITIONS 
Records 

Non«record  Material 
CENTRALIZED  AND  DECENTRALIZED  RECORDS 
Centralized  Records  =-  Vfashington  Level 
Centralized  Records  = State  Level 
Decentralized  Records  » General 
Decentralized  Records  Washington  Level 
Decentralized  Records  ■=  State  Level 
CURRENT  RECORDS  MANAGEMENT 

The  Record  Copy  of  Official  Correspondence  and  Documents 
Protection  of  Records 

THE  SUBJECTc-NUMERIC  SYSTEM  OF  RECORDS  MANAGEMENT 
General  Description 
The  Standard  File  Outline 

The  Relative  Index  to  the  Standard  File  Outline 
The  Management  of  Records 

PROCESSING  AND  CONTROL  OF  INCOMING  AND  OUTGOING  CORRESPONDENCE 
INCOMING  CORRESPONDENCE  AT  NATIONAL  AND  STATE  LEVEL 
Sorting  Incoming  Mail 

SEGREGATION  OF  INCOMING  CORRESPONDENCE  AT  NATIONAL  LEVEL 
Controlled  Correspondence 
Correspondence  Control  Slips 
Uncontrolled  Correspondence 
ACTION  ON  CODED  CORRESPONDENCE 

Correspondence  Acted  on  in  Administrator's  Office 
Coded  Correspondence  Referred  to  Other  Offices 
SEGREGATION  OF  INCOMING  CORRESPONDENCE  AT  STATE  LEVEL 
CONTROL  OF  OUTGOING  CORRESPONDENCE  AT  NATIONAL  AND  STATE  LEVEL 
CONTROL  OF  CONFIDENTIAL  MAIL  AT  NATIONAL  AND  STATE  LEVEIS 
ALPHABETICAL  FILING  OF  BULLETINS  AND  PUBLICATIONS 

Classification  of  Bulletins  and  Publications  for  Filing 
Reference  Index 

Stocking  Bulletins  for  Distribution 
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800  RECORDS  MANACEIvIENT  AND  COMvIUNICATIuNS 

The  sensible  and  scientific  management  of  records  and  the  proper  control 
and  coordination  of  communication  facilities  are  essential  to  the 
efficient  operation  of  an  organizationo  In  the  Soil  Conservation  Service, 
the  Director  of  the  Administrative  Services  Division  and  the  Chief  cf 
the  Records  Management  and  Communications  Branch  are  responsible  for  dis- 
charging these  management  functions o 

(1)  Scope o The  instructions,  policies  and  procedures  appearing  in  this 
handbook  have  been  developed  in  accordance  with  statutory  requirements, 
regulations  of  the  General  Services  Administration  and  the  U»  S«  Depart- 
ment of  Agriculture o They  are  for  use  by  all  employees  in  the  Soil  Con- 
servation Service  engaged  in  Records  Management  and  Communication  activi- 
ties o 

801  BUREAU  RESPO.JSIBILITY 

It  is  the  responsibility  of  the  Administrator,  Soil  Conservation  Service, 
to  establish  and  maintain  an  adequate  records  management  program  as  an 
integral  part  of  its  management  functiono  Such  a program  should  provide 
fors 

(1)  Effective  controls  over  the  creation,  the  organization,  maintenance 
and  use  and  the  disposition  of  all  agency  records o 

(2)  Collaboration  vd.th  the  Office  of  plant  and  Operations  in  developing 
and  applying  standards,  procedures  and  techniques  designed  to  improve  the 
management  of  records  of  continuing  value  and  facilitate  the  disposal  of 
all  records  of  temporary  value o 

(3)  Compliance  mth  the  provisions  of  the  Federal  Records  Act  of  19^0 
and  any  regulations  issued  thereunder o 

802  STATE  RESPONSIBILITY 

It  is  the  responsibility  of  the  State  Conservationist  and  the  State  Ad- 
ministrative Officer  to  see  that  the  records  program  within  the  State 
is  carried  out  in  accordance  Yfith  instructions  issued  by  the  National 
office  and  the  Departments,  In  some  instances  the  Administrative  Officer 
may  be  responsible  for  more  than  one  State o 

(1)  Responsibility  of  Field  Offices  Under  Jurisdiction  of  the  State 
Off ice o The  Area  Conservationist  vd.ll  be  responsible  for  the  records 

management  program  at  the  Area  and  YiTork  Units  under  his  control » The 
State  Administrative  Officer  is  responsible  for  the  coordination  of  the 
records  program  at  the  Area  and  Work  Units  and  any  other  locations 
attached  to  the  State  office  for  service  purposes  (Engineering  Design 
Units  and  Cartography) o 

803  RECORDS  MNAGEtlEITr 

Records  management  is  a specialized  field  of  endeavor  and  deals  vrith 
problems  and  practices  relating  to  the  creation,  maintenance  and  use 
of  records  in  the  conduct  of  current  business  and  in  the  preservation. 
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803  RECORDS  LlANAGELIEITr  (COI\rriI\RJED) 

elimination,  transfer  or  other  disposition  of  those  records  which  are 
not  currently  required  or  are  infrequently  used. 

If  a proper  control  and  coordination  of  records  is  maintained,  it  v/ill 
result  in  a saving  of  time  and  effort  on  the  part  of  those  who  must 
file  and  find  records.  It  will  result  in  economy  in  the  use  of  space 
and  equipment  for  housing  records.  It  will  result  in  simplifying  the 
identification  and  preservation  of  records  required  by  law  to  be  kept 
for  the  proper  documentation  of  Soil  Conservation  Service  activities. 

810  DEFINITIONS 

(1)  Records.  The  word  "records”  as  defined  in  the  Records  Disposal 
Act  of  July  7,  19U3,  as  amended  July  6,  19U5  (57  Stat.  380;  59  Stat.  h3h) j 
includes  all  books,  papers,  maps,  photographs  or  other  documentary  materi- 
als preserved  by  an  agency  of  the  United  States  Government  as  evidence 

of  the  organization,  functions,  policies,  decisions,  procedures,  opera- 
tions or  other  activities  of  the  Government  or  because  of  the  infomia- 
tional  value  contained  therein. 

(2)  Non-record  Material.  Library  and  museum  material  preserved 
solely  for  reference  or  exhibition  purposes,  extra  copies  of  documents 
preserved  only  for  convenience  of  reference  and  stocks  of  publications 
and  processed  documents,  are  not  considered  "records." 

810.1  CEi\TrR.y^IZED  AND  DECENTRALIZED  RECORDS 

(1)  Centralized  Records  - Washington  Level.  Where  the  records  cf 
an  organization  are  maintained  in  a single  area,  they  are  known  as  a 
centralized  file.  In  the  Washington  office,  correspondence  addressed 
to  the  Administrator  and  ansvrered  by  him  or  a member  of  his  immediate 
staff  icLll  be  centrally  filed  in  the  Records  and  Communications  Unit. 

(2)  Centralized  Records  State  Level.  All  State  offices,  insofar  as 
possible,  Yri.ll  centralize  their  records  in  a single  area.  Correspondence 
and  records  addressed  and  routed  to  the  State  Conservationist,  Assistant 
State  Conservationist  and  any  other  members  of  his  immediate  staff,  and 
ansv/ered  by  them,  can  be  centrally  filed  in  one  area.  Technical  material 
may  be  filed  in  one  central  area.  The  use  of  this  system  precludes  the 
maintenance  of  records  in  any  other  area  of  the  unit.  The  system  includes 
positive  control  of  all  correspondence. 

(3)  Decentralized  Records  - General. 


(a)  Records  maintained  in  several  areas  of  any  organizational 
unit  are  known  as  decentralized  files.  Decentralized  fil- 
ing is  the  most  common  method  of  records  management  although 
the  degree  of  decentralization  varies  considerably.  De- 
centralization of  the  records  requires  close  central  control 
of  certain  management  functions,  as  the  classification  system 
used,  use  of  charge-outs  and  cross  references,  and  periodic 
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810.1  Continued 

(3)  Decentralized  Records  - General  (a)  - continued 

retirement  and  disposal.  In  many  respects,  it  is  a 
more  difficult  system  of  management  since  personnel 
not  directly  connected  'vvith  the  records  office  are 
engaged  in  filing  operations.  Careful  training  of 
these  personnel  is  essential.  Periodic  inspection  of 
decentralized  files  is  a necessity^  otheiTwise,  ex- 
perience shows  that  such  records  lose  their  identity 
with  respect  to  the  filing  scheme  in  use  and  are  diffi- 
cult, if  not  impossible,  to  process  for  ultimate  dispo- 
sition«> 

(b)  Records  most  commonly  decentralized  are  those  reflecting 
the  housekeeping  functions  of  an  organization  - routine 
administration.  Most  of  these  records  lend  themselves 
to  relatively  simple  file  arrangement  and  most  of  them 
eventually  land  in  the  category  of  useless  documents*  Of 
these  records,  the  most  difficult  to  manage  will  be  the 
general  correspondence. 

(c)  Technical  and  operating  records  are  less  frequently  de- 
centralized. They  involve  more  or  less  complex  filing 
and  are  ultimately  considered  as  possessing  considerable 
value.  Decentralization  is  quite  often  complicated  by 
the  inclusion  of  quasi-administrative  material  in  the 
files.  The  decentralization  of  these  records  must  be 
accompanied  by  very  careful  management  on  the  part  of  the 
records  personnel. 

(d)  Top  level  administrative,  operating,  planning,  program, 
and  fiscal  records  are  not  recommended  for  decentraliza- 
tion. In  the  Soil  Conservation  Service,  these  records  are 
represented  by  those  generated  and  received  by  the  Ad- 
ministrator and  his  staff,  and  the  State  Conservationist 
and  his  staff.  Such  records  should  be  centrally  filed 
and  controlled, 

(U)  Decentralized  Records  - Washington  Level.  This  includes  all  of 
the  records  filed  and  maintained  in  the  technical  branches  and  administra- 
tive divisions. 

(5)  Decentralized  Records  - State  Level.  Ifhere  it  has  been  determined 
that  it  is  not  feasible  to  file  technical  and  administrative  records  in 
a central  file  due  to  the  fact  that  personnel  is  in  scattered  locations, 
the  records  should  be  filed  in  the  office  where  the  function  is  being 
performed,  i.  e.  Engineering  records  in  the  office  of  the  State  Engineer, 
etc. 
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(1)  The  Record  Copy  of  Official  Correspondence  and  Documents.  In 
cataloging  records  which  have  to  be  considered  both  for  retention  and 
disposal,  it  is  necessary  that  we  know  the  definition  of  Record  Copy, 
also  the  physical  location  of  the  Record  Copy  of  documents  and  corres- 
pondence • 

(a)  Definition  of  Record  Copy.  The  record  copy  may  be  de- 
fined as  that  copy  of  any  document,  piece  of  corres- 
pondence, paper,  map,  memorandum,  etc,,  which  is  subjec- 
tively filed,  either  in  case,  document,  or  classified 
general  files,  and  Y/hich  ultimately  represents  the 
official  record  to  Yfhich  the  Service,  other  government 
departments,  or  agencies,  or  the  public  may  look  for 
evidence  of  the  organization,  history,  and  achievement 
of  the  Soil  Conservation  Service,  It  is  the  copy  which, 
unless  it  is  authorized  for  disposal  by  Congress,  -urill 
eventually  be  deposited  in  the  Archives  of  the  United 
States,  The  record  copy  is  to  be  distinguished  from  all 
extra  copies  regardless  of  the  purpose  for  which  they  may 
be  used,  either  by  distinctive  color,  definition  as  to 
exact  file  location,  or  other  administrative  means.  The 
record  copy  is  usually  the  signed  original  or  the  initialed 
carbon  copy.  Duplicates  or  non-record  copies  of  corres- 
pondence and  records  ordinarily  are  authorized  for  disposal 
in  a relatively  short  time,  whereas  the  record  copy  is  re- 
tained indefinitely, 

(b)  Location  of  Record  Copy,  The  record  copy  is  distinguished 
from  all  extra  copies  regardless  of  the  purpose  for  which 
they  may  be  used  by  shoYfing  the  exact  location  where  the 
material  Yri.ll  be  filed.  In  nearly  all  cases,  the  record 
copy  TrYill  either  be  filed  in  the  State  or  Washington  Office 
files.  In  instances  where  the  record  copies  may  be  filed 
in  any  of  the  field  locations,  they  are  identified  in 
Section  822,1. 

(2)  Protection  of  Records.  The  organization  and  maintenance  of  records 
including  location  and  arrangement  and  the  processing  of  mail,  shall  be 
performed  in  such  manner  as  to  afford  the  most  protection  to  the  records. 
Records  shall  be  protected  from  dust  insofar  as  practical,  and  shall  be 
kept  clean,  neat  and  orderly.  Each  person  who  processes  mail  and/or 
maintains  records  shall  avoid  unnecessary  folding,  Yrrinkling,  or  other- 
wise damaging  such  records  and  shall  protect  them  from  the  weather,  or 
any  harmful  element  as  much  as  possible.  They  shall  also  protect  the 
records  of  the  Service  from  examination  or  inspection  by  unauthorized 
persons.  Each  individual  who  is  responsible  for  records  Yri.ll  respect 

the  trust  and  confidence  given  him  and  refrain  from  discussing,  except 
in  official  capacity,  any  record,  communication  or  document. 
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311.1  THE  SUBJECT»NUMERIC  SYSTEM  OF  RECORDS  MANAGEIiEHT 

(1)  General  De scrip tion»  The  Subject-Numeric  System  of  maintaining 

official  records  is  based  upon  the  simple  principle  of  filing  alpha-* 
betically  by  subject®  It  is  an  adaptation  of  the  simple  subject 
system  and  the  more  conplex  decimal  or  numer-inal  systems®  It  retains 
the  sin^licity  of  the  alphabetical  arrangement  of  subject  titles^  brings 
together  related  subjects  and  provides  in  its  subject  designations  a 
compromise  between  long  understandable  subject  titles  and  short  mean- 
ingless numerical  titleso  This  system  consists  of  a selected  number 

of  subject  titles  arranged  alphabetically^  with  the  sub“>divi sions  of 
the  subjects  assigned  numerals®  The  use. of  numerals  for  the  sub- 
divisions of  the  primary  subjects  makes  it  possible  to  use  short  fil- 
ing designations  when  marking  material  for  filing® 

(a)  Primary  Subjects®  Records  received  by^  originating 
in^  or  processed  by  the  Service  are  broken  down  into  a 
small  group  of  broad  general  subjects  which  are  known 

as  primary  subjects®  These  primary  subjects  are  arranged 
alphabetically  and  in  such  arrangement^  represent  the 
basic  file  outline ® 

(b)  Secondary  Subjects®  These  subjects  are  a sub-division 
of  primary  subjects  which  they  directly  modify® 

(c)  Tertiary  Subjects®  These  subjects  are  a sub-division 
of  the  secondary 'subjects  which  they  directly  modify® 

(d)  Use  of  Primary  or  Sub-division  of  Primary  Subjects® 

In  the  process  of  grouping  related  subject  matter,  it 
should  be  remembered  that  the  amount  of  sub-division 
under  a primary  subject  is  dependent  on  the  volume  <£ 
records  to  be  filed  \mder  that  category  and  the  use 
made  of  the  records®  If  an  office^  for  example,  should 
have  only  a few  pieces  of  correspondence  to  be  filed 
under  a primary  subject,  no  sub-division  would  be  re- 
quired® Folders  and  guides  are  to  be  prepared  only  as 
needed® 

(2)  The  Standard  File  Outline  ^ Tvro  separate  file  outlines  have 
been  prepared  for  the  use  of  Soil  Conservation  Service  personnel- 
one  for  the  Washington  and  State  Offices,  and  one  for  Area  and  Work 
Unit  Headquarters®  The  latter  is  a combination  disposal  schedule  snd 
file  outline®  See  822ol  (11) ® Correspondence  and  records  retained 

by  the  Soil  Scientists  and  Soil  Supervisor  will  be  filed  and  maintained 
in  accordance  with  the  outline  prepared  for  Area  and  Work  Units® 

Effective  July  1,  1950s)  all  offices  in  the  Soil  Conservation  Service 
were  advised  to  use  the  Subject-Numeric  filing  system  and  maintain 
all  records  of  the  Soil  Conservation  Service  according  to  the  proce- 
dure herein  prescribed®  These  instructions  apply  to  all  records  of 
the  Serv3.ce  including  letters,  telegrams,  documents,  forms,  instruc- 
tions, reports,  memoranda,  administrative  and  technical  matters,  and 
miscellaneous  data^ 
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(a)  The  Numbering  System,  Primary  subjects  are  alv/ays 

indicated  by  title  or  abbreviation  of  title.  Secondary 
subjects  are  indicated  by  title  but  for  ease  in  classi- 
fication, they  are  also  identified  by  arabic  numerals. 

VJhere  tertiary  subjects  are  developed,  the  secondary 
and  tertiary  numerals  should  be  separated  by  a dash. 

For  example:  The  primary  subject,  RECORDS  LLiNAGELIERT , 

is  subdivided  into  several  secondaries,  one  of  ivhich  is 
entitled  Disposition.  This  secondary  is  further  identi- 
fied by  the  arabic  numeral  thirteen  (13) . A tertiary 
division  of  this  secondary  subject  could  be  Disposal  of 
Useless  Documents  and  is  further  identified  by  the  numeral 
one  (1)  preceded  by  a dash  (-).  It  looks  like  this: 

RECORDS  I.IAIIAGEIJijxJr 
13  DISPOSITION 

13-1  Disposal  of  Useless  Documents 
and  is  written  like  this: 

RECORDS  Iii:jADELlE.Ti'  13-1 

The  use  of  this  nujnbering  system  will  be  explained  in  both 
the  classification  of  records  and  organization  of  the  files. 

In  the  consolidated  Standard  Classification  Outline  and 
Disposal  Schedule  prepared  for  Area  and  V/ork  Unit  Headquarters 
only  a fevf  of  the  primary  subjects  have  been  subdivided  into 
secondary  subjects.  Any  other  subdivision  vrhich  may  be  neces- 
sary v/ill  be  the  case  files  v;hich  should  be  broken  down  and 
arranged  either  by  date,  location,  number  or  alphabetically. 
For  example,  under  PROCURELlillT,  a smll  office  vd.ll  have  need 
for  one  folder  to  take  care  of  the  general  correspondence 
and  vrill  be  followed  by  the  actual  case  file  of  documents. 
These  case  files  should  be  placed  in  third  position  folders 
folloTfing  the  primary  subjects  to  vrhich  they  relate.  The 
primary  subjects  vd.ll  be  shovm  on  first  position  folders  and 
if  secondary  subjects  are  used,  they  mil  be  shovm  on  second 
position  folders.  In  special  cases  vfhere  additional  break- 
dovms  are  required,  please  contact  the  National  Office  for 
a list  of  the  secondary  subjects  which  should  be  used. 

To  facilitate  the  disposition  of  records  and  to  provide  for 
consistency  and  ease  in  classification,  the  numerical  desig- 
nation of  the  secondary  subjects  should  be  follovmd  as  shown 
in  the  outline.  The  numerals  so  assigned  vdll  be  left  blank 
Yihen  the  subject  vj-hich  they  represent  are  not  used  or  do  not 
apply.  In  the  larger  offices  Nos,  1 through  10  have  been 
resei’ved  for  recurring  subjects.  Since  many  of  these 
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(a)  The  Mumbering  System  - continued 

recurring  subjects  virould  not  be  used  in  the  smaller 
field  locations,  these  numbers  1 through  10  have  only 
been  included  in  a fevf  special  cases  in  the  outline 
prepared  for  Area  and  Work  Unit  Headquarters t. 

(b)  Recurring  Subjects.  Recurring  subjects  are  secondary 
subjects  Yfhich  are  found  back  of  two  or  more  primary 
subjects.  They  provide  a constant  location  for  filing 
material  Y/hich,  although  classified  according  to  a 
common  title,  is  specifically  related  to  the  primary 
subject.  For  example.  Reports  - these  may  be  related 
to  almost  any  primary  subject® 

The  numerical  designation  of  the  recurring  subject  is 
constant  throughout  the  file  outline.  This  provides 
for  consistency  and  ease  in  botJi  classification  and 
filing.  Provision  has  been  made  for  the  future  addition 
of  recurring  subjects. 

FolloYfing  is  a list  of  the  recurring  subjects  vfhich 
Yfill  be  found  in  the  outline.  All  recurring  subjects 
are  identified  in  the  outline  by  an  asterisk  (-x-)* 

" ' 1 REPORTS  (AND  I.IEETINGS)"^- 

This  Yfill  include  only  such  reports  as  cannot  be  filed 
back  of  any  other  secondary  subject  and  YYhich  does  not 
belong  back  of  the  primary  REPORTS.  It  Ydll  cover 
divisional  and  sectional,  annual  or  special  reports, 
trip  reports,  special  and  observational  studies  or 
technical  reports  idiich  may  extend  beyond  the  purvievi 
of  a particular  secondary,  reports  of  committees,  confer- 
ences, meetings  and  the  like.  In  a general  sort  of  way 
it  may  be  rather  broadly  interpreted  to  include  reports 
of  activities  and  functions  Yrhich  occur  so  infrequently 
as  to  make  it  unnecessary  to  establish  an  independent 
secondary  subject.  For  example  a report  on  vegetated 
Y/aterways  would  be  filed  back  of  AdRONOtH  13,  ^./hereas 
a trip  report  made  by  the  agronomist  vrould  likely  be 
filed  AGROI'luflY  1. 

The  subject  also  covers  activities  involving  intra- 
. bureau  meetings  vdiich  incay  be  confined  to  the  primary 
under  Y/hicii  the  recurring  sub -i  not  is  listed  and  which 
do  not  belong  to  the  primaiy  tiEETINGS. 

2 OUTSIDE  RELATIONS^J-  , ^ ^ ■ 

This  subject  has  been  included  to  take  care  of  relation- 
ships Y/hich  exist  betvreen  personnel  in  specialized  opera- 
tions and  organizations  outside  the  jurisdiction  of  the 
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2 OUTSIDE  RELATIQNSjc-  - continued 

Soil  Conservation  Service.  These  relationships  normally  are 
the  result  of  mutual  interests  or  of  joint  activities  v/hich 
flow  from  the  very  nature  of  the  duties  performed  by  the 
individual.  Such  relationships  must  be  specifically  related^ 
however,  to  the  primary  subject,  e.  g.,  relationships  of 
technical  personnel  v;ith  professional  societies  and  the  like. 

It  is  anticipated  that  this  subject  ;7ill  cover  the  minutes 
of  the  meetings  of  professional  societies,  correspondence 
with  such  groups,  or  with  other  organizations  regarding  techni- 
cal aspects  of  the  vfork.  It  should  also  cover  cooperative 
ventures  and  participation  in  or  v/ith  such  groups. 

The  secondary  subject,  0UT3IDE  RELATIGUS,  is  not  intended  to 
cover  RELATIONS,  which  is  a primary  in  the  Standard  Outline. 
Perhaps  the  basis  for  differentiating  these  two  subjects  should 
be:  does  the  cooperation  of  relationship  extend  beyond  a narrovf 
or  functional  line  and  involve  the  Service,  as  an  organization, 
vd-th  the  public.  If  it  does,  the  primary  should  be  used;  other- 
wise, the  appropriate  secondary. 

The  use  of  appropriate  cross  reference  as  finding  aids  is  to 
be  encouraged  in  connection  v/ith  this  recurring  subject.  In 
border  line  cases,  especially,  appropriate  crosses  should  be 
made  to  RELATIOiS. 

3 DI3TRICTS4f 

The  use  of  this  subject  as  a recurring  is  limited  to  specific 
primary  subjects.  They  are; 

CUTOGRAPHY 
FARLi  PLANdlUG 
DRAIIIAGE  .'\ND  IRRIGATION 
I.JFuRIL\TION  AIJD  EDUCATION 

OPERATIONS 
PI.,^lNTi;JG  ims^RlMS 
RECORDS  .END  REPORTS 
SOIL  CONSERVATION  SUxRVEYS 
WATER  COiJSERVATION 

This  recurring  subject,  although  relating  to  districts,  will 
cover  records  v/hich  bear  a more  important  relationship  to  the 
primary  subject  which  it  modifies.  Host  of  these  records  ^vlll 
have  little  archival  value. 
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i;  I-ffiARINGS}(- 

This  recurring  subject  is  to  be  used  only  as  it  is  needed. 

The  primary  subject,  HEARINGS,  which  occurs  in  the  outline 
is  to  be  used  mostly  for  a control  file, 

5 GRAZING^/f 

As  a recurring  subject  this  should  be  used  where  the  grazing 
is  closely  related  to  or  necessary  to  document  the  primary 
subjecto 

6 Film  COITI'ROL-^- 

This  recurring  subject  provides  for  records  concerning  the 
control  of  fire  for  the  protection  of  life,  property,  and 
natural  resources.  It  is  not  to  be  confused  with  the  use 
of  controlled  burning  as  a conservation  practice, 

7 USDA  COORDINATED  PROGRAMS." 

The  use  of  this  subject  as  a recurring  is  limited  to  specific 
primary  subjects.  It  provides  for  records  developed  under 
the  coordinated  program  of  USDA  agencies  as  a result  of  Secre- 
tary's Memoranda  1278,  1279  and  1280,  Covers  policy,  proce- 
dures and  responsibilities  on  all  phases  of  ARC,  ACP  and  Farm 
Family  Review^  organization  of  mobilization  committees,  con- 
solidation of  common  administrative  services,  and  planning 
technical  agricultural  conservation  program  with  the  Forest 
Service,  Experiment  Stations,  Extension  Service  and  the  Soil 
Conservation  vService,  and  any  other  similar  activities  in  an 
effort  to  step  up  the  overall  conservation  program, 

8-10  Reserved  for  Future  Recurring  Subjects 

The  General  Folder, 

It  is  realized  that  in  connection  with  each  primary  subject 
there  is  always  the  possibility  of  records  being  created 
v\rhich  are  so  general  in  character  as  to  make  it  impossible 
for  the  establishment  of  logical  secondaries,  except  at  the 
expense  of  having  a great  many  secondaries,  none  of  which 
will  contain  a signif'icant  quantity  of  record  material.  In 
this  category  are  those  broad  and  vague  subjects  called 
policy  and  procedure;  there  is  also  material  which  may  modify 
two  or  more  of  the  secondary  subjects  which  have  been  desig- 
nated, To  provide  for  the  filing  of  such  material,  each 
primary  guide  should  be  followed  by  a folder  bearing  the  same 
title  as  the  primary  subject,  but  not  numbered.  This  proce- 
dure is  necessary  of  course  only  in  the  larger  offices  Yfhere 
more  than  one  secondary  subject  is  required.  In  smaller 
offices  such  a folder  would  suffice  to  cover  all  of  the  records 
regarding  the  primary  subject. 
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(d)  Primaries j Secondaries,  and  Recurring  Secondaries. 

Additional  subjects  may  not  be  established  vriLthout  the  prior 
approval  of  the  National  Office.  Tertiary  subjects  and  case 
files  may  be  established  when  necessary. 

(e)  Standard  File  Outline  for  National  and  State  Offices, 


Primary  subjects  have  been  broken  down  to  shoYf  the  secondary  sub- 
jects which  should  be  used  - providing  the  volume  of  correspondence 
and  the  complexity  of  the  material  makes  the  sub-division  necessary. 
No  sub-division  of  the  secondary  subjects  has  been  made  in  the  out- 
line; each  State  office  should  develop  such  tertiaries  as  are  neces- 
sary. The  larger  State  Offices  will  have  use  for  most  of  the  pri- 
mary subjects  and.  a n'uraber  of  the  secondary.  Case  files  will  be 
developed  as  are  necessary  to  make  the  files  complete.  Primary 
subjects  in  this  outline  such  as  Nursery,  Research,  Planting 
Materials  and  Operations  vrLll  not  be  deleted  until  it  is  determined 
what  the  need  vrill  be  for  records  created  under  Planning  and  the 
Staff  Specialists  attached  to  Engineering  and  plant  Technology. 


THE  STANDARD  OUTLINE 

ACCIDE^^S  (CIoAIIS,  DAMAGES)  (ACD) 


1 REPORTS^r 
11  G.ASE  FILE  SERIES 


ADMINISTRATIVE  SERVICES  (ASD) 


1 REPORTS*)^ 


Includes  personal  injury  and  property 
damage  involving  Soil  Conservation  Ser- 
vice personael  and  equipment.  This  is 
not  confined  to  automotive  equipment. 


A case  file  of  accidents,  cl.issify  by 
name  or  by  date  of  accident.  Some  atten- 
tion should  be  given  to  the  disposal  of 
these  documents  when  deciding  the  method 
of  classifying* 

This  is  a general  file  to  cover  records 
which,  although  relating  to  the  functional 
Y/ork  of  the  ASD,  do  not  directly  modify 
other  primaries.  For  example,  Yvhile  pro- 
curement is  a function  of  ASD,  nonetheless 
it  has  been  given  the  rank  of  a primary 
subject  because  it  is  subjectively  separ- 
able , 

This  vrill  include  trip  reports,  administra- 
tive examinations  and  inspection  reports. 
For  itineraries  and  other  travel  records, 
see  TRAVEL* 
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7 USDA  Coordinated  Prograii«(- 

Joint  or  cooperative  handling  of  coimnon 
administrative  functions  as  office  lay- 
out, supply  services,  effective  utiliza- 
tion of  equipment,  records  m.anagement, 
and  comraunications.  Includes  minutes  of 
meetings  and  reports  on  these  and  other 
related  functions* 

11  SPECIAL  STUDIES 

This  will  include  such  record  material 
as  crosses  functional  or  sectional  lines, 
e,  g,,  a study  on  common  services  for 
the  Bureau  of  the  Budget® 

AGKEEIv'lE.JTS  (Agree) 

This  will  include  memoranda  of  understand 
ing,  cooperative  agreements,  etc.,  Y/-hich 
are  not  basically  contracts;  it  excludes 
the  farmer-district  or  other  district 
agreements.  There  Yfould  be  filed  here, 
however,  general  records  regarding  the 
use  and  type  of  farmer-district  agree- 
ments* 

7 USDA  Coordinated  Prograimc- 

Procedures  for  formulating  and  carrying 
out  agreements  between  AGP  and  the  Soil 
Conservation  Service  under  the  5 percent 
provision  for  technical  assistance. 

Field  offices  develop  case  files  by 
counties  to  take  care  of  executed,  form 
,ACP“23l|  and  correspondence  and  other 
forms  used  in  allocation  and  accounting 
of  AGP  funds.  Include  reports  of  the 
iTork  accomplished  in  these  counties  as 
covered  by  this  agreem.ent* 

11  CASS  EILE  SERIES 

This  includes  agreements  with  other 
agencies  and  outside  organizations. 

MOTE;  For  leases,  perraits,  licenses, -See 
COrJTRACTS;  numbered  agreements  will 
normally  be  found  under  COMTRACTS:  tiie 
unnumbered  found  under  AGREE.ASMTS,  ex- 
cept for  unnumbered  purchase  Contracts . 

ACRQUCLIY  (AGROiliHIC  COUSERVATIQN 
P.:uiACTICE3) . (Agron) 

This  covers  records  concerning  the  scien- 
tific management  of  crops  and  includes 
the  management  of  pastures,  meadows  and 
orchards.  Here  •'mill  be  filed  records 

.qnq 

concerning  the  use  of  such  practices  as 
cover  crops,  strip  crops,  crop  rotation, 
stubble  mulching,  subsurface  tillage, 
vegetated  y>ra ten-rays,  revegetation,  etc.; 
and  grazing  and  its  effects,  grasses 
their  use,  controlled  burning,  crop  yield 
yield  data,  and  general  studies  and  ex- 

npr’i*  Tnprvh.c!  . 
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1 REPORTS*?^ 

2 OUTSIDE  RELATIONS* 


5 CRAZII-te 

File  here  only  those  records  which  pertain 
to  grazing  as  it  relates  to  agronomic 
practices  applied  to  crop  lands  (pastures 
and  meadows,  for  example).  Distinguish  be- 
tween grazing  on  crop  lands  and  range  prac- 
tices on  land  which  is  used  primarily  for 
grazing. 

7 USDA  Coordinated  Program* 

This  includes  data  furnished  by  the  sub- 
committee 01  the  National  Agricultural 
Mobilization  Committee^  also  plans  for 
carrying  out  the  program  in  SCS^  both 
Y/ashington  and  field  level. 

11  CROP3 

Includes  material  on  cover  crops,  strip 
crops,  rotations,  weed  control,  studies 
and  experimental  data  (except  where  a 
specific  secondary  controls)  agronomic 
practices  regarding  a specific  crop  cr 
crops,  or  data  and  information  regarding 
a specific  crop  or  crops,  crop  land, 
tillage  and  yield* 

12  CONTROLLED  BURNING 

File  here  only  those  records  which  pertain 
to  controlled  burning  on  crop  lands. 

13  0RCHARD3 

Records  relating  to  specialized  agronomic 
practices  as  they  apply  to  orchards* 

lU  PASTURES  AND  I'.EADOy'^S 

Specialized  agronomic  practices  applied  to 
pastures  and  meadovfs,  including  v/eed  control. 

15  REVEGETATION 

This  will  include  reseeding. 

16  STUBBLEMULCxH 

Include  here  only  material  relating  to  this 
specialized  practice. 

17  VEGETATED  WATEMAYS 

Include  special  studies  on  this  subject* 
NOTE;  Grasses 

Most  of  the  records  relating  to 
grasses  vd.ll  be  found  under  PLANTING 
MATERIALS.  For  records  concerning 
the  use  of  grasses  in  conjunction 
with  agronomic  practices,  appropriate 
Agronomy  secondaries  should  be  used* 
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ASSISTANCE  (Assist)  This  covers  request  for  conservation  work 

assistance  but  does  not  include  request 
from  Soil  Conservation  District*  (See 
DISTRICTS);  Further j it  does  not  include 
request  for  publications  or  assistance 
in  the  form  of  requests  for  detailed 
technical  information  (see  appropriate 
primaries)*  It  covers  only  requests  for 
work  on  land  outside  the  district 
boTmdarieso 

1 REPORTS^t 

11  CASE  FILE  OF  REQUESTS  These  may  be  classified  either  alphabeti- 

cally or  geographically^  or  a combination 
of  both® 

AUTHORIZATION  (Auth) 

11  DELEGATION  OF  AUTHORITI  This  will  include  authority  to  act,  to 

act  for  another,  and  pertinent  questions 
concerning  the  issuance  and  use  of  such 
authority®  Includes  authority  to  act  as 
Certifying  Officer;  Contract  Officer; 
Classification  Officer;  and  Employment 
Officer®  Records  in  this  file  may  be 
appropriately  cross  referenced  to 
specific  primary  subjects® 


12 

FUNDS 

Includes  approvalof  advance  of® 

13 

FISCAL  DOCUMENTS 

To  approve  vouchers  and  pay-rolls© 

ih 

MEETINGS 

To  attend 

15 

OATHS 

To  administer 

16 

POWER  OF  ATTORNEY 

17 

SALARY  CHECKS 

To  distribute,  include  savings  bonds® 

18 

TRAVEL 

To  approve  and  to  direct  but  not  includ- 
ing individual  travel  authorizations® 

19 

VEHICLES 

To  approve  use  of  private  storage  of 
vehicles  ® 
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BIOLOGY  (BIOLOGICAL  CONSERVATION 
PRACTICES)  (Biol) 


1 REPORTS 

2 OUTSIDE  RELATIONS  •Ji- 
ll ANIMALS 


12  DRAINAGE  AND  IRRIGATION 


13  FARM  FISH  PONDS 


lU  HERBICIDES 


This  covers  records  concerning  the  appli- 
cation of  biological  principles  and 
practices  to  problems  of  soil  and  water 
conservation  and  land  use  management^ 
the  identification  and  control  of  insects, 
of  harmful  plants,  of  plant  diseases 
(fungus,  bacteria,  etc.);  animals,  par- 
ticularly wildlife;  identification  and 
classification  of  animals;  farm  fish 
ponds;  control  of  rodents;  the  use  cf 
plants  and  animals  in  the  farm  economy. 

NOTES  For  the  identification  of  plants 
see  PLANTING  MTERIALS. 


■Nildlife,  including  the  conservation  of 
;7ildlife,  vd.ldlife  borders,  marsh  manage- 
ment, ecology,  habits,  range  (of  animals), 
rodent  control  (control  of  rodents  as 
they  effect  the  conservation  of  soil  and 
water  and  particularly  the  destruction 
and  damage  inflicted  by  rodents  on  soil 
conservation  structures),  and  taxonomy, 
which  includes  the  identification  and 
classification  of  animals  by  genus  and 
species,  their  characteristics  and  common 
names.  Include  also  case  and  general 
studies  of  specific  animals,  e.  g., 
beavers,  crows,  etc. 

This  is  to  be  used  only  for  record 
materials  that  relates  to  the  effect 
of  either  drainage  or  irrigation  on 
the  flora  and  fauna  of  an  area  or 
region. 

Includes  stocking,  fertilization, 
general  management,  species  used,  har- 
vesting, stocks  from  commercial  fish 
hatcheries,  etc. 

The  icLlling  and  eradication  of  plants 
(usually  harmful  plants),  methods  and 
chemicals  used. 
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1^  INSECTICIDES 

16  INSECTS  AND  DISEASES 

BUDGET  AND  FINANCE  (B&F) 

CAMP  OPERATIONS  (CCC) 

CARTOGRAPHY  (Cart) 

1 REPORTS 

2 OUTSIDE  RELATIONS 

3 DISTRICTS  *x* 

11  AERIAL  PHOTOGRAPHS 

12  BASE  MAPS 

13  BOUNDARIES 

Hi  MAP  CONTROL 

15  DISTRIBUTION  AND  PROCUREMENT 

16  QUADRANGLE  SliEETS  (QUAD  SHEETS) 

17  COST  ACCOUNTING 


Includes  destruction  of  insects, 
usually  harmful  insects,  methods  and 
chemicals  used,  effects  on  beneficial 
species. 

Plant  and  animal  diseases,  including 
those  transmitted  by  insects,  control, 
remedy,  prevention,  damage. 

This  will  follow  exactly  as  Administra- 
tive Services. 

This  is  designed  for  archival  material 
only. 

This  vfill  include  records  on  the  prepa- 
ration, production  and  distribution  of 
maps,  charts,  diagrams,  drawings,  and 
the  like;  also  included  will  be  records 
on  cost,  aerial  photos,  photographs, 
specialized  cartographic  techniques, 
the  sale  of  maps,  etc© 


This  will  include  requests  (see  Distri- 
bution and  Procurement)  for  aerial 
photographs,  classification  (security), 
and  safeguarding  of. 

Includes  the  drafting  and  use  of. 

This  includes  only  the  mapping  aspects 
of  boundaries,  includes  Area  Head- 
quarters boundaries. 

Includes  control  data,  geodetic  controls, 
bench  marks  and  the  like. 

Includes  reimburseable  items,  procure- 
ment, requests. 

This  will  include  a file  of  the  maps  plus 
any  pertinent  correspondence. 
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18  TOPOGRAPHY 

COIvaeNICATIONS  (Comm) 

1 REPORTS 

11  CORRESPOIIDENCE 

12  MIL 

13  MESSENGERS 
lU  RADIO 

15  TELEGRAPH 

16  TELEPHONE 

CONSERVATION  ANALYSES  (THE  EVAL- 
UATION OF  TFIE  CONSERVATION  PROGRAM) 


1 REPOliTS 

11  CONSERVATION  BEPIEFITS  (CON- 
SERVATION AND  BE^IEFIT  STUDIES) 

12  CONSERVATION  NEEDS 


Include  material  on  physical  character- 
istics of  land,  land  culture  and  contours, 
also  stereo  plotting,  instruments  and  any 
pertinent  correspondence. 

This  will  include  correspondence  and  its 
preparation  and  control,  mail,  telegraphic 
and  telephonic  communications,  short-vfave 
radio,  and  messengers  and  messenger 
schedules . 


Includes  the  preparation,  processing, 
control,  routing  and  the  like. 

Includes  postal  laws,  use  of  penalty 
indicia,  loss,  theft,  delay,  special 
time  studies,  use  of  envelopes,  etc. 

Routes,  schedules,  requirements,  etc. 

Includes  the  assignment  of  wave-lengths 
and  call  letters,  request  for  permission 
to  use,  applications,  type,  regulations, 
etc. 

Includes  PBA  and  teletype. 


This  primary  will  cover  records  concern- 
ing the  evaluation  of  the  conservation 
program  in  terms  of  the  job  ahead,  pro- 
gress made  and  the  effect  of  the  program 
both  past  aid  future  on  the  National 
economy,  economic  and  sociological  aspects 
and  significance  of  the  program. 


Accomplishments  in  terms  of  benefiting 
the  community,  higher  standards  of  living 
from  conservation,  increased  income, 
better  living,  higher  crop  yield,  etc. 

This  will  include  conservation  timetables; 
the  amount  of  arable  land  available, 
physical  land  studies,  the  needs  and  re- 
quirements of  a nation  in  terms  of  soil 
conservation. 
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CONTRACTS  (Contr)  Covers  documents  and  correspondence 

regarding  the  preparation,  letting 
and  acceptance  of  contracts  for 
materials,  supplies  and  services  for 
the  Soil  Conservation  Service.  It 
TAdll  include  all  documents  Tirhich,  by 
their  very  nature,  are  contracts  - 
such  as  leases,,  easements,  and  the 
like.  The  secondary  subjects  are 
designed  to  take  care  of  general 
correspondence  and,  by  using  appro- 
priate tertiaries  permits  the  es- 
tablishment of  document  or  case  files* 


1 

REPORTS 

11 

BIDS 

Includes  no  award,  late  bids. 

12 

EASElffiNTS 

13 

GARAGE 

Storage  and  service . 

Ik 

LEASES 

15 

NUMBERED  AGREEIBIirS 

16 

PERfflTS 

17 

PUBLIC  UTILITIES 

18 

PURCHASES 

(Unnumbered  Contracts) 

19 

SALES 

DISTRICTS  (Dist)  These  are  records  relating  to  the  basic 

organization  and  development  of  the 
district*  Included  here  will  be  in- 
structional, procedural  or  inf'ormational 
material  that  is  issued  by  the  District 
Board  of  Supervisors  or  by  the  State 
Committee,  e.  g.,  handbooks.  This  fi]e 
does  not  include  such  day-by-day  opera- 
tional records  as  request  for  aerial 
photographs,  publications,  news  releases, 
request  for  supplies,  and  technical 
information  (as  rodent  control).  Each 
secondary  listed  below  is  designed  for 
the  filing  of  general  material  rela  ting 
to  the  subject.  The  case  file  series. 
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DISTRICTS  (Dist)  - continued 


1 REPORTS  -X- 

11  CHANGE  OF  BOUiH3ARI 

12  ELECTIONS 

13  LEGISL/ITION 

lU  miORANDA  OF  UNDERSTANDING 

15  SUIE RVISORS  ’ IvlEETINGS 

16  ORGANIZATION 

17  PROGRAM  AND  VilQRK  PLAN 

18  RESOLUTIONS 

19  SCHEOUIE  OF  ASSISTANCE 

20  DISTRICT  CASE  J^'lLE 
DRAINAGE  & IRRIGATION  (Dr  & Irrg) 


also  listed  below,  should  be  organized  by 
district  and  Td.ll  contain  the  basic  docu- 
ments and  papers  relating  to  that  district 0 
For  exanple,  the  case  file  for  a District 
will  contain  organizational  correspondence, 
schedules  of  assistance,  memorandum  of 
understanding  and  supplements  thereto,  reso- 
lutions, reports  and  the  like  which  relate 
to  the  district* 


This  concerns  the  election  of  district 
supervisors* 

Legislative  records  concerning  the  establish- 
ment and  operation  of  districts* 

General  correspondence  only  with  the  actual 
memorandum  in  the  proper  district  case  file* 

General  only  T/ith  the  minutes  of  meetings 
in  the  district  case  file* 

Includes  procedure,  studies,  preformation 
data,  development  of  districts  in  general® 

General  only. 


Including  loan  and  grant  of  equipment, 
general  only. 


These  are  records  that  have  to  do  with  the 
development,  installation  and  operation  of 
facilities  for  the  drainage  and/or  irrigation 
of  land.  It  will  include  material  regarding 
water  disposal  practices,  except  for  records 
definitely  coming  under  the  category  of  flood 
control. 


1 REPORTS 
3 DISTRICTS  -){■ 
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11  DH/\INAGE  & IRRIGATION 


12  PROJECT  PROPOSALS 

13  SURVEYS 


ENGINEERING  (Eng) 


1 REPORTS 

2 OUTSIDE  RELATIONS  *»- 

11  CONSTRUCTION 

12  HIGMAY  PROTECTION 

13  PRACTICES 


Practices  will  include  records  regarding 
drainage  systems,  irrigation  practices, 
irrigation  structures,  irrigation  systems, 
(such  as  a sprinkler  irrigation  system), 
water  storage  reservoirs,  job  plans, 
project  proposals  and  case  files  on 
either  drainage  or  irrigation  jobs, 

NOTE?  This  secondary  may  be  handled 
jointly,  as  drainage  and  irrigation  or 
it  could  be  separated  into  two  secondaries. 

This  is  a pending  file. 

This  Y/ill  include  reconnaissance  surveys, 
drainage  investigations  and  both  case  and 
general  files  regarding  the  subject. 

These  records  relate  to  the  planning, 
development,  use  and  construction  of 
erosion  control  and  water  conservation 
structures.  Included  tyIII  be  other 
types  of  construction  needed  or  re- 
quired by  Soil  Conservation  Service 
operations,  for  example,  design  of 
equipment,  planning  and  erecting  build- 
ings, Engineering  field  notes  or  note- 
books may  be  filed  separately  Y/ith  a 
cross  reference  under  the  appropriate 
secondary  or  filed  back  of  the  appropri- 
ate secondary.  It  is  believed  that  the 
separate  maintenance  of  the  engineering 
notebooks  is  to  be  desired. 


This  will  include  Job  pJans,  job  proposals, 
maintenance  standards,  specific  construc- 
tion and  both  general  and  case  files. 

This  Yo.ll  include  practices  and  project 
case  files. 

Includes  brush  removal,  outlets,  diversion 
ditches,  terracing,  bank  protection  and 
the  like.  Excluded  from  this  secondary 
would  be  the  actual  job  or  construction 
plans  which  Y-rould  be  found  in  11, 
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lii  SANITATION  This  vdll  include  water  supply. 

EQUIPl'IENT  ( LIANA GE1/!E])JT)  (Equip)  These  records  concern  the  management  and 

maintenance  of  equipment  belonging  to 
the  Soil  Conservation  Service.  Most  of 
the  time,  it  will  have  to  do  with  auto- 
motive equipment^  however  it  is  not 
limited  to  this  type  of  equipment.  Records 
filed  here  should  not  be  confused  with 
records  concerning  procurement  of  equips 
ment  and/or  accessories  thereto,  nor  with 
the  custodial  responsibilities  associated 
with  property  management. 


1  REPORTS  *x- 

11  DEVELOPMENT  AN!)  SPECIFICATIONS 

12  INSPECTION  AND  I-IAINTENANCE 
FARI'.I  PLANNING  (Fm  Pi) 

1 REPORTS  'X- 

2 OUTSIDE  RELATIONS  -X- 

3 DISTRICTS  -je- 
ll 

12  INDKIDU.^IL  FARI^  PLANS 

13  PLANS 

SCS  2-l-^Il. 


Includes  specifications,  TAB  (Technical 
Advisory  Board),  newtypes  of  equipment 
developed  for  a particular  purpose,  etc, 
CHa  ssification  under  this  secondary 
should  be  by  type. 

This  includes  repair,  heavy  automotive 
usage  plans,  cost  of  operations,  etc. 

Records  here  relate  to  the  practices, 
theory,  techniques,  procedures  utilized 
in  farm  planning  and  include  development. 
This  is  not  primarily  a case  file  although 
case  filing  should  be  utilized  if  the 
collection  of  farm  plans  is  extensive. 


This  is  not  a farmer-district  agreement 
file  but  will  include  samples  as  are 
supplied  the  Soil  Conservation  Service, 

Development  with  or  ?;ithout  Soil  Conserva' 
tion  survey,  includes  procedure  and 
cormriittee  work,  special  techniques  (such 
as  progressive  farm  planning  and  others^ 
see  the  minutes  of  the  meetings  of  the 
Chiefs  of  Operations,  e,g,,  Washington 
3/1U  through  3/l8/U9“page  6,  ) 


FARM  RECORDS 


Includes  farm  operation  analysis,  farm 
budgets,  income,  prices,  etc. 
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FERTILIZER  (Fert) 

FISCAL  (Fis) 

7 USDA  Coordinated  Program  ■?(- 

11  ACCOUNTING 

12  AUDIT 

13  BUDGET 

lU  BONDING  uF  EMPLOTEES 

1^  CHECKS,  SALARY 

FLOOD  CONTROL  (SEE  Y/ATER  CONSER- 
VATION) 

FORESTRY  (For) 


1 REPORTS  -X- 

2 OUTSIDE  RELATIONS  'X- 

5 GRAZING 

6 FIRE  CONTROL 

7 USDA  Coordinated  Program  -K- 

11  FARI.1  FOREST  (AiND  RANGE 
NOODLAND) 


This  TO-ll  include  analysis,  use  effective' 
ness,  test  and  observations,  types  and 
kinds,  etc« 

Includes  reports  on  fiscal  inspection, 
such  as  audit  of  stamps,  concessionaire 
funds,  and  the  like» 

Policies  and  procedures  on  allocation, 
budgeting  and  accounting  for  AGP  funds 


Include  deductions,  payroll,  timekeeping. 


These  are  records  concerning  management 
of  farm  forests,  the  farm  woodland, 
reforestation  as  a tool  for  the  conser- 
vation of  soil  and  water  and  the  harvest- 
ing and  marketing  of  timber. 


This  includes  all  phases  of  woodland 
management,  reforestation,  woodland 
protection,  except  fire  control; 
turpentining,  program  and  planning, 
e:xperimental  or  observational  v/ork  and 
case  files  of  individual  farm  forests. 
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12  MJIRKDTING  (AI'ID  FOREST 
PRODUCTS) 


13  T/INDBREAKS 


FORIiS  (Form) 

1 REPORTS  -X- 

11  DEVELOPLIENT  AND  APPROVAL 

12  REQUEST  FOR  FOlUvS 

13  TYPES 

GROUP  ACTION  (Gp  Act) 


1 REPORTS 

11  CASE  FILE  CONTROL  OR  C.ASE 
FILES  ^3HERE  IJECESSARY 

HAI'IDBOOKS  (AND  MANU.\LS)  (Hb  & Fmil) 

11  DEV^ELOPIvENT 

12  CASE  FILE 


This  will  include  the  sale  of  timber,  mark- 
ing trees  for  harvest,  estimates  of  salable 
timber,  timber  survey,  cutting  practices, 
turpentine  as  a woodland  product,  and 
market  prices  a 

Specialized  file  for  use  in  areas  v/here  tree 
plantings  have  been  made  to  control  wind 
erosion  - vd.ll  include  tree  planting  pro- 
gram and  case  files  of  individual  plantings* 


Includes  authorization,  proposals,  requests 
for  approval  or  permission  to  use,  format, 
style,  proposed  use,  revision,  preparation, 
and  work  of  the  Forms  Committee* 

This  does  not  include  formal  requisition* 

U.S.D.A.,  SCS,  Standard,  sample® 

Includes  neighborhood  approach,  group 
facilities  and  enterprises.  This  is  a 
general  file  and  should  not  be  used  where 
specific  primaries  are  available.  It  vd.ll 
serve  the  purpose  of  providing  a control 
index  on  group  action. 


This  should  be  organized  by  division,  sec- 
tion, etc  ® 


HE.li^INGS  (Hear) 


This  is  a general  file  and  may  be  used,  in 
addition,  for  control  purposes. 
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II^OmiATION  AND  EDUCATION  (info) 


1 REPORTS 

2 OUTSIDE  RELATIONS 

3 DISTRICTS  ^ 

11  ARTICLES 


12  CONTESTS 

13  EDUCATION 
Ih  LIBRARY 
1^  PRESS 

16  RADIO  AND  TELEVISION 

17  SPEECHES 

18  VISUAL 


These  are  records  pertaining  to  the 
creation,  dissemination  and  use  of  ma- 
terial designed  for  public  ini'ormation 
and  education  in  connection  with  the 
Yfork  ad  program  of  the  Soil  Conserva- 
tion Service.  Included  are  records  re- 
lating to  procedure,  techniques,  methods 
of  writing,  editing,  and  the  like. 


This  includes  monographs  and  manuscript 
files.  It  is  not  designed  to  take 
care  of  stock  or  reference  files  of  the 
published  material. 

Includes  the  preparation  of  publicity, 
rules,  prizes  and  avfards,  judging,  pur- 
pose and  objectives,  etc. 

Conservation  education,  plans,  programs, 
need,  method,  approach,  and  the  like. 

Use  of,  and  relations  with  U.S.D.A. 
Library. 

The  virriting  of  nev7s  releases,  clippings, 
policies. 

This  includes  records  regarding  broad- 
casting for  public  consumption,  includ- 
ing scripts  and  their  preparation. 

Includes  subject  matter  content,  request 
for  lYriting,  the  preparation  of,  methods 
of  delivery,  and  the  like. 

Includes  photographs,  photography  (both 
still  and  motion  picture),  slides,  ko da- 
chromes,  negatives,  visual  aids,  charts, 
drawings,  exhibits  (posters,  use,  design, 
etc.),  visual  material  prepared  by 
Districts  or  outside  organizations,  such 
as  blotters,  calendars,  post  cards,  and 
the  like,  procedure  an  d methodology. 
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LABOa^lTOHIES  (Lab) 

1 REPORTS  -J(- 

11  SOIL 

12  V/ATER 

LEGISJl'lTION  (Legis) 

1 REPORTS 

2 OUTSIDE  RELATIONS  *5^ 
11  FEDERAL  AND  STATE 

LITIGATION  (Lit) 


Includes  testing  and  analysis. 
Analysis 


File  Legislative  Hearings  here. 

General  only.  This  file  may  be  used  as 
a control. 


MANAGEMEI'IT  IMPiOTETvIENT  (Mgm  Imp) 

1 

REPORTS 

11 

COmiTTEE 

Include  meetings,  work  assignments, 
Yfork  improvement  proposals. 

12 

EI.IPLOYEE  SUGGESTIONS 

This  is  a specialized  program  and  should 
be  set  up  as  a case  file  series. 

lU 

WORK  IMPROVEMENT  SYSTEI.IS 

Includes  Work  Improvement  Council  and 
Work  Improvement  Systems, 

15 

INSPECTIONS 

Includes  Area  ^nd  V/ork  Unit, 

I.IEETINGS  (Meet)  This  primary  is  designed  to  cover  meetings 

vfhich  have  to  do  vrith  two  or  more  operational 
aspects  of  the  Service,  Nothing  should 
be  filed  here  except  that  which  is  clearly 
rels.  ted  to  the  secondary  subjects;  other 
meeting  records  should  be  filed  under  the 
appropriate  subject. 

Note;  Secondaries  listed  under  11,  12  and 
13  will  be  corrected  when  titles  are 
available. 

11  STATE  OONSERVATlOiMlSTS 

12  REGIONAL  CHIEFS  OF  OPERATIONS 

13  REGIONAL  STAFF  This  imIII  include  meetings  of  Directors  of 

Divisions. 
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Ih  STATE  Includes  State  Conservationists,  ad- 

ministrative assistants,  district 
conservationist  and  both  area 
and  Tfork  unit  personnels 

15  OUTSIDE  ORGANIZATIONS  This  will  include  only  such  material 

as  cannot  be  filed  under  a specific 
primary® 

NOTE;  Meetings  of  SCD  Supervisors, 
YiTashington  meetings  of  Division  'hrectors 
should  be  filed  back  of  appropriate 
primary® 


MEMORANDA  (Memo) 

1 REPORTS  -X- 

11  DISTRIBUTION  AND  REQUEST 

12  DOCUK'ENT  SERIES 

NURSERY  (Nur) 

1 REPORTS  -)(- 
11  SPECIAL  STUDIES 


OPERATIONS  (COVERS  ALSO  PROJECT  PLANS) 
(Opr) 


y 


V/ill  include  routing,  preparation,  etc® 

Includes  numbered,  unnumbered  and  di- 
visional series.  It  is  suggested  that 
this  type  of  material  be  filed  in 
binders  and  not  in  file  cabinets® 


These  are  observational  studies  but  are 
more  of  the  nature  of  planning  studies 
which  would  include  the  development  of 
new  nurseries,  the  improvement  of  old 
nurseries,  and  the  physical  plant  on 
the  nursery  land® 

This  will  include  records  which,  although 
operational,  do  not  come  under  any  one  of 
the  subjective  secondaries  in  the  outline® 
Care  should  be  taken  to  prevent  the  fil- 
ing here  of  records  which  bear  a definite 
relation  to  another  primary® 

Included  under  this  primary  is  some  of 
the  work  Yirhich  is  normally  done  by  the 
Division  of  Project  Plans.  Project  Plans, 
by  and  large,  is  the  staff  division  for 
Operations  and  it  is  felt  that  the  records 
which  they  create  might  be  more  aptly 
filed  in  this  area® 
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1 REPORTS  -3^ 

2 OUTSIDE  RELATIONS 

3 DISTRICTS 

7 USDA  Coordinated  Program 


11  TSCHNICiAL  ST/INDARDS  (TECH- 
NICAL GUIDES) 

12  WORK  LOAD  ANALYSIS 

13  APPLICATION  AND  PRACTICES 

Hi  ZOI\IE  CONSERVATIONISTS 

15  DISTRIBUTION  OF  FUNDS 

16  COUNTY  LAND  USE  PLANNING 
OPINIONS  (Opin) 

11  ATTORNEY  GENERAL 

12  COMPTROLLER  GCNERAL 

13  E>[ECUTIVE  ORDERS 
Hi  SOLICITOR 

ORGANIZATION  (Org) 


Operation  and  development  of  policy  and 
procedures  in  carrying  out  our  technical 
program,  including  assistance  furnished 
cooperators  on  permanent  type  ACP  practices. 
Responsibilities  in  connection  with  planning, 
installing  and  checking  performance  on 
terracing,  farm  ponds,  drainage  and  irriga- 
tion, wildlife,  land  capabilities  and  land 
leveling.  Include  minutes  of  meetings, 
guides,  handbooks  and  bulletins  developed 
on  this  phase  of  the  conservation  program. 

This  is  a general  file  with  specific  guides, 
and  records  relating  thereto,  filed  under 
the  appropriate  primary c 

Includes  job  analysis  and  time  scheduling* 

Includes  conservation  practices  and  wide- 
spread application. 

Include  here  special  studies  and  any  Yrork 
unit  analysis  vfhich  they  may  perform. 

This  is  an  operation  that  has  to  do  with 
fund  allocation  and  planning  contingent 
upon  the  number  of  districts  to  be  served. 


This  will  include  reorganization,  plans  for, 
suggestions,  policy,  (including  basic  policy) 
functions,  recommendations,  proposals,  es- 
tablishment and  abandonment  of  offices,  key 
personnel  changes,  directories,  etc. 
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1 REPORTS  rr 

7 USDA  Coordinated  Program 


11  BUREAU  AND  DEPARTMENTAL 

12  FIELD  HEADQUARTERS 

13  OTHER  AGENCIES 

PATENTS  (Pat) 

1 REPORTS  *x* 

11  CASE  FILES 
PERSONm  (Pers) 


Organization  and  operation  of  the  Mo- 
bilization Committee  and  their  approach 
to  the  Agricultural  Conservation  Program, 
The  Farm  Family  policy  Review,  committee 
activities  including  roster  of  member- 
ship, number  of  members,  minutes  of  meet- 
ings, reports,  numbered  and  unnumbered 
memoranda  covering  organization  and 
dutie  s e 


This  will  include  state  organization. 

This  includes  notice  and  reports  of 
changes  or  impending  changes  in  organ- 
izational status. 


Correspondence  and  records  covering 
policy  and  procedure  regarding  person- 
nel procurement,  counseling,  recruit- 
ment and  replacement,  needs,  selection, 
retirement,  careers  in  Soil  Conservation, 
requirements  of  positions  and  the  like. 

NOTE;  A separate  folder  shall  be  main- 
tained for  each  employee.  All  person- 
nel papers  including  application  for 
employment,  classification,  actions, 
efficiency  ratings,  correspondence, 
training  and  other  documents  shall  be 
included  in  this  folder. 

The  secondary  subjects,  11  through 
29y  listed  below  yo.11  be  used  only  virhen 
the  correspondence  is  too  general  to 
fit  into  the  individual  case  files. 

Use  only  the  subjects  Yriiich  are  re- 
quired to  meet  your  needs.  Tertiary 
subjects  may  be  developed  to  complete 
the  organization  of  this  material. 
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1 PllPORTS 

Include  trip  reports  made  regarding  person- 
nel problems,  report  of  personnel  meetings, 
etc  * 

2 OUTSIDE  RELATIONS  ^ 

Corporation  or  contracts  mth  organizations 
or  individuals  outside  the  jurisdiction 
of  the  Soil  Conservation  Service,  as  your 
contacts  -vTith  schools  and  colleges 
or  other  governmental  agencies  regarding 
personnel  problems® 

11  ACTIVITIES  (E1.IPLOYEES) 

Employees  associations  as  the  speakers 
club,  purchasing  association,  social 
activities.  Credit  Union,  etc® 

12  AWARDS  MD  CITATIONS 

General  material  on  length  of  service 
av;ards,  safe  driving  awards,  honor  avfards, 
meritorious  promotions.  Statements 
concerning  awards  shall  be  filed  in 
employee’s  personnel  folders  signifying 
suggestions  have  been  adopted  for  use. 

Also  include  commendations. 

13  CITIZENSHIP 


Ih  CL.ASSli'‘lCATION 

Includes  job  description,  analysis. 

15  CONTRIBUTIONS 

Includes  gifts. 

16  COURT  ATTENDANCE 

Includes  policies,  rules,  requests  for. 

17  CREDENTIALS 

Includes  identification  cards. 

18  STANDARDS  OF  PERFORMANCE 

Includes  regulations,  appeals,  revievfs, 
committee . 

19  EFiPLOlTvIEOT 

Includes  appointment,  application,  certi- 
fication, examination,  qualii'ications, 
finger  prints,  reinstatement,  separation, 
reduction  in  force,  and  loyalty  require- 
ments . 

20  HOURS  01“  DUTY 

Includes  overtime,  office  hours,  holidays. 

21  IIT/ESTIGATION 

Includes  misconduct. 

22  LEAVE 

General  only  (See  Fiscal  for  timekeeping 
records) « 

23  MILITARY  SERVICE 

Includes  rights,  active  duty  orders. 
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2h  OUTSIDE  WORK 

Includes  request  to  perform,  regula- 
tions, policy,  etc# 

25  POLITICAL  ACTIVITY 

Includes  Hatch  Act, 

26  PROMOTION  AND  DEMOTION 


27  SAFETY 

Correspondence  and  records  which  are 
developed,  recommended,  and  initiated 
for  the  safety  and  health  of  Service 
employees j as  reduction  of  lost  time 
accidents  due  to  injuries  and  illness, 
blasters  certificates  and  examinations, 
drivers  license  and  tests,  fire 
protection,  protection  against  personal 
injury  as  the  use  of  goggles,  grinders, 
poY/er  equipment,  snake  bite,  heat 
prostration,  safety  committee  meetings, 
conferences,  slogans,  minutes  of 
m.ee tings,  news  letters  and  bulletinsa 

28  TRANSFER 

General  correspondence  and  records 
covering  policy  and  procedure  involv- 
ing transfers®  Include  details « 

29  TRAINING 

Correspondence  and  material  covering 
training  and  orientating  of  new 
employees  relating  to  their  duties, 
responsibilities  and  privileges,  so  far 
as  their  Yj-ork  in  the  Service  is  con- 
cerned^  to  counselling  aid  for  off- 
time  education  of  employees,  and  to 
training  standards  and  instruction 
techniques  for  in-3 er vice  training® 
Includes  letters  of  inquiry  regarding 
available  educational  facilities, 
foreign  trainees,  student  trainees, 
correspondence  courses,  and  general 
training  material® 

PLANTING  MATERIAIS  (Plant) 

The  usefulness  of  this  Primary  will 
depend  upon  future  program®  This 
primary  subject  is  designed  to  cover 
planting  materials  handled  not  only 
by  the  Nursery  Division  and  nurseries 
but  also  to  include  records  generated 
or  received  by  other  divisions®  Di- 
visional lines  are  to  be  disregarded 
in  classifying  material  which  corres- 
ponds to  the  secondaries  listed  below; 
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1 

REPORTS 

2 

OUTSIDE  RELATIONS  * 

3 

DISTRICTS 

11 

AVAILABILITY  REPORTS 

12 

COST  ACCOUNTING 

For  tne  production  of  plants  and  seeds. 

13 

EXCHANGE 

To  include  inter-State^  inter-agency  and 
foreign. 

Ih 

GERMINATION 

Includes  seed  tests  inoculations,  scarifica 
tion,  etc. 

15 

H.\RVESTING 

Includes  cleaning,  collection  of  new  plants 
techniques,  etc. 

16 

IWElNTORY 

Seed  and  plant 

17 

OBSERVATIONAL  STUDIES 

To  include  the  study  of  allergens. 

18 

PLANT  IDENTIFICATION 
(GENUS  AND  SPECIES) 

Include  here  data  on  new  varieties,  intro- 
ductions, identification,  description, 
lists,  propagation,  characteristics  and 
growth  habits,  registration  of  new  plants, 
and  the  like » 

19 

PRODUCTION  AI\fD  DISTRIBUTION 

Includes  production  data,  planting  stock 
accession  (including  commercial  nurseries) 
delivery,  seed  production  records,  shipment 
packing,  bagging,  etc. 

20 

REQUISITION 

Includes  requests  for  seeds  and  planting 
stock  received  by  the  Soil  Conservation 
Service. 

21 

RBQUIREIvIENTS 

Planting  stock,  seed,  for  use  by  Soil  Con- 
servation and  Soil  Conservation  Districts. 

POST  YiTAR  FLAMING  (RTP) 

This  is  an  archival  file. 

PRINTING  AND  BINDING  (Print) 

11 

PRODUCTION 

To  include  regulations,  finds  and  Joint 

Committee  activities  <» 
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12 

DUPLICATING 

Requests,  procedure,  mimeograph, 
multilith  (methods,  procedure  and 
specific  regulations).. 

PROCUREMEOT  (Proc) 

This  is  to  cover  records  covering 
procurement  of  things,  supplies,  ser- 
vice (except  personal  services) , It 
should  be  differentiated  from  property 
and  equipment  management* 

1 

REPORTS  4(- 

11 

CATALOGS 

12 

DISCOUNTS 

13 

ESTIMATED  REO,UIREl'IENTS 

To  include  needs » 

Ih 

GASOLINE 

Includes  oil,  service  station,  courtesy 
cards  e 

15 

MAILING  LIST 

Include  vendor,  prospective  vendors® 

16 

REQUISITIONS  AND  PURCHASE 
ORDEI^S 

General  only* 

17 

REQUISITIONS  AND  SUPPLIES 

This  is  a case  or  document  file  series 
where  the  documents  are  not  a part  of 
a contract® 

18 

SPECIFICATIONS 

19 

SUPPLY  CENTFR 

General  only. 

20 

TAX  EXEMPTION 

PROJECT  DOCUI(/ENTA.TION  This  primary  covers  specialized  projects 

such  as  l*‘lood  Control  and  ii/heeler  Case^ 
The  Watershed  Protection  Program  should 
be  carefully  documented s The  outline 
listed  beloTf  is  necessary  in  order  to 
properly  segregate  potential  archival 
records  from  the  routine  records  of 
daily  business o 

Special  consideration  is  necessary  be» 
cause  each  activity  of  the  type  mentioned 
represents  a separate  entity  of  organi- 
zational structures  and  certain  of  its 
records  are  manifestly  archivals  The 
basic  work  and  investigations  on  many  of 
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PPtOJECT  DOCUIvISNTATION  - Continued  these  projects  represent  valuable  scientific 

information  vrhich  should  be  preserved  and 
safeguarded*  Proper  segregation  of  such 
records  from  the  routine  records  of  daily 
administration  should,  therefore,  be  done 
to  facilitate  their  potential  transfer  to 
the  archives,  after  they  have  served  their 
operative  purpose,  vdiere  they  n^ill  be  avail- 
able at  any  future  date* 

"There  the  vrork  of  a project  is  divided  into 
sub-projects,  the  same  outline  listed  beloTr 
should  be  follovred  in  eaclr  unit  of  investi- 
gation or  operation. 

The  arrangement  of  the  files  in  sir.iple 
and  orderly  manner  v.nll  bo  sufficient. 

Guides  reflecting  the  major  categories  1 
be  follov/ed  in  each  case  oy  as  /..ly  ...of  A.rs 
as  may  be  necessary.  The  number  of  folcurs, 
however,  should  be  kept  to  a :rfnimum  con- 
sistent with  bulk  requirements.  Depending 
upon  volume,  certain  records  may  require 
separate  maintenance  (apart  from  the  out- 
line series)  such  as  map  collections* 

11  ORIGIN  ;IND  DhVfLOPMGNT  Whenever  possible  the  follov;ing  items  should 

be  included: 

a.  Documents  authorizing  project, 
b*  Statements  of  justification  or  need, 

c.  project  outline, 

d.  Hemoranda  of  Understanding  or  agreements 
vfith  cooperating  agencies  or  organiza- 
tions Yfhich  relate  to  the  objectives 
and  purposes  of  the  project. 

e.  Budgetary  statements  concerning  pro- 
posed and  actual  costs. 

f.  Major  delegations  of  administrative  or 
technical  authority. 

g.  Correspondence  and  memcranda  pertinent 
to  the  establislrment  or  modification  of 
the  project.  (Does  not  include  routine 
correspondence  which  would  have  no  prose 
vation  value) . 
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12  METHODOLOGY 


13  MPS 

■ 4?- 


li;  BASIC  DATA  (RESTRICTED  TO  THAT 
V/HICH  SUPPORffS’^  THE  BASIC  PUR- 
POSE OF  TliE  PROJECT) 


Includes* 

a.  Records  and  documents  regarding 
methods  and  techniques  use do 

bo  Major  operating  procedur*es  and  in- 
strumentation® 

Co  Includes  correspondence  pertinent 
to  various  phases  of  methodology® 

Includes; 

a.  One  copy  of  each  map  connected  with 
the  operation  or  activity  of  the 
project® 

bo  Topographic  or  base  maps  showing 

locations  of  instruments  or  experi- 
ments ^ such  as  control  plots ^ ex- 
perimental plots^  etc® 

c»  Correspondence  pertaining  to  the 
interpretation  of  the  map  only® 

Includes; 

a.  YiThere  basic  data  supports  more  than 
one  line  of  investigation  or  work^ 
it  should  be  filed  on  the  overall 
project  basis® 

bo  Basic  data  pertaining  solely  to  a 
specialized  sub-project  should  be 
documented  as  such  and  cross-ref- 
erenced in  the  project  Basic  Data 
file® 

Co  Y/here  basic  data  of  technical  sig- 
nificance has  been  extracted  and 
published,  representative  samples 
should  be  filed  here  rather  than 
the  total  volume© 

d«  Examples  of  Basic  Data  for  retention; 
Raingage  Charts  - Lysimeter  Record- 
ings - Runoff  Figures  - Silt  Analysis 
Field  Notebooks  - Water  Level  Re- 
cordings - Transpiration  & Evapora- 
tion Data  - Crop  Yield  Figures  - 
Sedimentation  Rates 
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lii  BASIC  DATA  (RESTRICTED  TO  THAT  e.  Field  Notebooks  must  be  accurately  iden- 
Y/HICH  SUPPORTS  THE  BASIC  PUR-  tified  and  dated, 

POSE  OF  THE  PROJECT)  -Continued 

15  REPORTS  AND  SPECIAL  STUDIES  Includes: 


16  PUBLICATIONS 


17  PUBLIC  RELATIONS 

PROJECT  PLANS  (SEE  OPERATIONS) 
PROPERTY  (Prop) 


a.  All  annual  Reports, 

b.  Special  Progress  Reports, 

Ce.  Special  Studies o 

d»  Correspondence  which  contributes  to 

archival  value  only,  (Monthly  reports 
and  other  subordinate  reports  vfhose 
contents  are  adequately  ref  le  cted  in 
the  annual  report  should  not  be  in- 
cluded) . 

Includes: 

a.  One  copy  of  all  publications  resulting 
from  work  done  on  the  project,  includ- 
ing mimeographed  or  otherv'fise  processed 
releases  or  bulletins, 

b.  Releases  published  by  cooperators  where 
project  is  involved, 

Co  A bibliography  of  publications  relating 
to  the  work  of  the  project  should  be 
prepared  and  filed  here® 

d.  Unpublished  manuscripts. 

Scrap  books  of  nevfspaper  clippings  (for  pre- 
servation il‘  Y/ell  organizeds) 

This  Primary  vrill  be  revised. 

These  records  have  to  do  with  the  manage- 
ment of  official  Soil  Conservation  Service 
property.  They  should  be  differentiated 
from  the  records  concerning  the  procurement 
of  such  property  and  the  records  regarding 
the  management  of  equipment. 


1 REPORTS  -)(• 
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11  ACCOUNTABILITY 

12  CLASSIFICATION 

13  CONSTRUCTION 
Ih  DISPOSITION 

15  INVENTORY 

16  LICEISE  PLATES 

17  NEEDS 

18  ACCESSION 


PUBLICATIONS  (Pub) 

1 REPORTS 

11  AVAILABILITY 

12  DISTRIBUTION 

13  INVENTORY 
lU  REQUEST 

RAIWALL  (SEE  TECHNICAL  DATA) 
RANGE  (MANAGEMENT)  (Rng) 


Includes  any  records  concerning  final 
salary  payment  reports  (the  actual 
report  is  filed  in  the  personnel  folder) a 

Includes  identification  and  decals*. 


Includes  sale^  survey^  surplus^  loan^ 
transfer j,  theft j,  loss^  etc© 


This  is  to  cover  property  acquired 
other  than  through  procurement  channels^, 
e*g«>^  transfer  from  surplus  Yfithout 
cost  but  not  handled  as  a procurement 
item  or  at  cost  but  handled  by  the 
AD-=110  procedureo 

These  are  records  which  have  to  do 
with  the  preparatiouj,  format^  policy 
on  distribution^  needs  and  inventoiy 
of  publications 5 an.d  the  likeo  EX“ 
eluded  are  the  actual  publications* 


Includes  list  of© 

Includes  mailing  list^  policy ^ procedure^ 
subscription^  etCo 


Includes  request  from  outside  and  ac= 
knowledgementsa 


This  includes  records  concerning  the 
management  of  range  lands,  the  types, 
quality  and  quantity  of  food  available, 
the  grazing  of  such  lands,  determina^ 
tion  of  range  carrying  capacity,  etc» 


SCS  2-1-.5U 


Administrative  services  Division 


811.1 

Continued  31 

1 

REPORTS 

2 

OUTSIDE  RELATIONS 

5 

GRAZING 

6 

FIRE  COOTROL  ■J'c 

11 

DESCRIPTION 

12 

ECOLOGY 

13 

FOOD  AND  FORAGE 

Includes  records  concerning  palatability 
sheets  and  tables;  food  utilization 
charts,  food  requirements,  (e.g.  amount 
of  food  required  per  head,  etc). 

lU 

LIVESTOCK 

Y/ill  include  carrying  capacities,  dipping 
records  etc. 

15 

RANGE  CHARTS  AND  POSTERS 

16 

SURVEYS 

Will  include  special  studies* 

RECORDS  MANAGEMENT  (Rec  Mgt) 

1 

REPORTS 

11 

ACCESSION 

Includes  the  accession  or  transfer  of  records 
from  other  agencies  or  organizations . 

12 

CURREIC  MANAGEIilENT 

Includes  maintenance,  safekeeping,  security, 
systems,  methods,  microfilming,  etc. 

13 

DISPOSITION 

Includes  archival  records,  transfer  to 
National  Archives,  disposal  (including 
the  disposal  of  records  which  have  been 
microfilmed),  etc* 

Ih 

TRANSFER  TO  OTHER  AGENCIES 

RECORDS  AND  REPORTS  (R&R)  Covers  general  policy  and  procedure  to 

follow  in  the  preparation  of  reports 
which  are  required  by  the  Records  and 
Reports  Division.  Does  not  cover  re- 
ports v;hich  should  be  classified  back  of 
other  related  primaries. 

1 REPORTS  * This  Yd.ll  also  include  the  numbered 

forms  used  by  Records  and  Reports. 
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3 DISTRICTS  -5^ 


7 USDA  Coordinated  Program  *)«■ 


11  SPECIAL  REPORTS 

REGULATIONS  (Reg) 

11  FEDERAL  AND  DEPARTMENTAL 

12  SOIL  CONSERVATION  SERVICE 
REUTIONS  (PUBLIC)  (Rela) 


File  here  records  and  reports  vfhich 
bear  an  important  relationship  to  the 
districts  Does  not  include  annual 
reports  of  the  districts  which  are 
filed  under  the  primary  subjects 
DISTRICTS. 

Instructions  covering  preparation  cf 
reports  on  total  needs  and  accomplish^ 
ments  under  ACPo  Field  reports  on  work 
in  and  out  of  Soil  Conservation  Districts 
as  the  SCS  progress  report  on  AGP  work 
reported  on  SCS“200» 

Reports  not  included  in  the  standard 
reporting  requirements* 


Will  include  the  Federal  Register® 


These  are  records  concerning  Soil  Con- 
servation Service  relationships  with 
outside  individuals,  organizations,  and 
other  Federal,  State  or  other  UoSeDoAo 
agencies  or  bureaus  when  the  scope  of 
such  relationship  is  based  upon  the 
broad  aspects  of  vfater  consei'vation  aid 
sound  Hand  use®  In  its  broadest  sense, 
it  includes  cooperation  with  these  out- 
side individuals  or  organizations  for 
the  purpose  of  stimulating  interest  in 
the  program  and  philosophy  of  the  Soil 
Conservation  Servipe  = For  example, 
cooperation  with  chiirches  and  other 
religious  groups  who  foster  soil  conser- 
vation; cooperative  relationships  with 
industries,  such  as  International  Har- 
vester Company,  to  develop  their- 
interest  in  the  Soil  Conservation  Ser= 
vices  the  staging  of  demonstrations 
in  cooperation  with  State  and  Civic 
organizations  - all  of  these  illustra- 
tions are  relationships  mth  the  out- 
side. Ir/hen  cooperation  is  specific 
enough  to  warrant  filing  back  of  another 
primary,  such  action  should  be  taken;  it 
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is  probably  a good  idea,  however,  to 
cross  reference  here  when  such  coopera- 
tion is  on  the  borderline.  The  recurr- 
ing secondary  - OUTSIDE  RELATIONS  - has 
been  designed  to  take  care  of  records 
vfhich  fall  in  this  latter  category. 

1 REPORTS 

Reports  of  meetings,  conferences,  trips, 
technical  reports  or  activities  involv- 
ing our  conservation  program. 

11  COIffLAINTS  AND  CRITICISl!S 

This  will  include  comments,  commendation, 
farmers*  opinions,  ana  the  like. 

12  CASE  FILE  SERIES 

This  file  should  be  organized  by  indi- 
vidual, group,  event  or  type.  For 
example,  in  our  relationships  with 
religious  organizations,  case  files 
may  be  set  up  by  name  or  location; 
likewise,  case  files  could  be  organ- 
ized for  contests,  field  days,  fairs, 
schools,  colleges,  i|-H  Clubs,  Garden 
Clubs,  commercial  organizations,  in- 
dustrial organizations,  etc.  Generally,  ' 

it  will  not  be  necessary  to  establish 
a separate  folder  for  each  case. 

13  CONGRESSIONAL 

This  secondary  is  established  to  provide 
for  either  case  files  or  as  an  index  con- 
trol file.  The  needs  of  each  office 
should  be  considered  before  determining 
the  exact  type  to  be  used. 

Ih  FOREIGN 


RESEARCH  (SEE  ALSO  TECHNICAL  DATA) 
(Resa) 

The  use  of  this  Primary  will  depend  upon 
type  of  technical  data  received  through 
the  Agricultural  Research  Service. 

1 REPORTS 

Include  Research  Needs  Committee  reports. 

2 OUTSIDE  RELATIONS  •M' 


11  CASE  FILES 

These  files  should  be  organized  by  project, 
sub-project,  work  plans,  special  surveys, 
etc. 
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REPORTS  (Rpts) 

11  ANNUAL 

12  U.S.D.A.  YEAR  BOON 

13  MONTHLY 

lit  OUTSIDE 


SHOP  (REPAIR)  (Shop) 

1 REPORTS  -x- 

11  OPERATION  AND  REPAIR 
SOIL  CONSERVATION  SURVEYS  (Sur) 


1 REPORTS  'X- 

2 OUTSIDE  RELATIONS  4(- 

3 DISTRICTS  "/C- 

11  LAND  RESOURCE  AREAS 

12  LAND  CAPABILITY  CLASSIFI' 
CATION 

13  LAND  CAPABILITY  MPS 
SCS  2-l-^i| 


File  here  only  those  reports  for  which 
secondaries  a.re  not  provide  do 

This  includes  both  State  and  National 
reports® 

This  vfill  include  SCS  contributions  to 
the  Year  Book® 

Include  State  Conservationists^  District 
Conservationists,  Extension  Soil  Conser- 
vationists  and  others  who  are  required 
to  submit  monthly  reports  <, 

Reports  v/hich  cross  divisional  or  func- 
tional lines  or  for  v^hich  there  is  no 
appropriate  secondary  subject,  should 
be  filed  hereo 


Correspondence  and  records  relating  to 
the  methods,  techniques  and  procedures 
used  in  developing  and  expanding  the 
soils  survey  wark® 

Monthly  narrative  reports,  annual  sur- 
vey reports,  reports  of  meetings,  con- 
ferences, trip  reports,  inspection  re- 
ports dealing  Yfith  survey  activities  a 

Contacts  and  cooperation  with  outside 
individuals,  organizations,  state  and 
federal  agencies  who  are  interested 
in  the  development  of  the  conservation 
survey  programo 

Cooperation  with  SCD« 

Include  problem  areas ^ 

Includes  criteria,  definitions,  numerical 
system.,  classes,  sites,  guides,  wet  land, 
etco 

Include  legends,  coding  procedure,  mapping 
factors  (as  soil,  slope,  erosion),  symbols 
methodso 
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lU  SURVEYS 

Include  procedure,  performance  (as 
acreage  surveyed,  rate  of  progress, 
time  distribution,  work  analysis,) 
plans,  types,  etCt 

SPACE  (Sp) 


1 REPORTS 

7 USDA  Coordinated  Program  -x- 

Includes  consolidation  of  office 
space,  physical  locations  and  new 
offices,  etCa 

11  FEDERAL 

This  vn.ll  include  assignment  of, 
request  for,  space  requirements, 
alterations  required,  improvements 
desired,  etc* 

12  GRATUITOUS 


13  IDENTIFICATION 

This  will  include  marking,  signs, 
etc  • 

Ih  PASSES 

Building  passes  and  the  like. 

15  BUILDING  MNAGELffiNT 


TECHNICAL  DATA  (Tech) 

This  Primary  will  be  limited  to 
teclinical  data  received  from  Agri- 
cultural Research  Services^  also 
the  results  obtained  from  use  of 
such  data.  This  Primary  is  one 
for  future  discus sion« 

In  theory,  the  collection,  assembly, 
and  interpretation  of  data  relating 
to  meteorology,  climatology,  runoff, 
permeability,  and  the  like  are  func- 
tions of  research.  There  is  a con- 
siderable crossing-over  in  this  field 
and  quite  frequently  we  find  opera- 
tions engaged  in  some  phase  of  this 
activity.  This  subject  has  been  dis- 
cussed vd.  th  a number  of  our  Research 
Gpecialists  and  for  the  use  of  offices 
not  specifically  classified  as  Research 
Stations  or  Projects  v\re  have  developed 
this  Primary  - TECHNICAL  DATA.  It 
is  recognized  that  it  could  be  a 
secondary  back  of  Research,  but  at  the 
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moment  we  feel  that  it  might  serve 
advantageously  as  a Primary  Subjecto 
The  secondary  subjects  vrould  include^ 
but  not  necessarily  be  limited  to  the 
following; 


1 

REPORTS  ^ 

11 

HIREDITI 

12 

HYDROLOGY 

This  would  include  runoff,  ground  water 
(geology),  percolation,  water  tables, 
soil  permeability,  reservoir  data,  etc® 

13 

PRECIPITATION 

This  includes  rainfall,  snow,  sleet  and 
dew® 

II4 

TEMPERATURE 

15 

\TIND  VELOCITY 

16 

SEDIIENTATION 

Sampling  streams  for  debris  loads. 

contents  of  rivers^  sedimentation  flood 
damage,  sedimentation  investigations ^ 
sediment  problems  relating  to  floodvrays, 
navigation  channel^  and  harbors,  dredging 
or  sluicing  sediment  from  reservoirs® 

17  GEOLOGY  Includes  reports  on  Y/ater  tables,  ground 

water  investigations  aod  engineering 
geology  pertaining  to  storage  of  surface 
water  and  development  of  ground  water® 

NOTE;  Special  Secondaries  may  be  estab- 
lished Yd  thout  prior  approval® 

TRANSPORTATION  (OF  THINGS)  (Trans) 

1 REPORTS 

11  FREIGHT  OR  EXPRESS  This  will  include  Bills  of  Lading  and 

their  use,  the  movement  of  household  goods, 
transportation  costs,  routing,  air  express 
or  air  freight® 

12  GOVERmENT  LOSSES  IN 
SHIPIvENT 

13  THE  MOTOR  CARRIER  ACT 
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lii  SHIPPING  INSTRUCTIONS 
TRAVEL  (Trav) 

11  AIR 


12  AUTHORIZATIONS 

Includes  issuance  of  TR's, 

13  AUTOMOBILE 

Includes  request  to  use,  use  of  personal 
car. 

Ih  ITINERMIES  AND  TRIPS 

Includes  time  tables,  visitors,  unused 
tickets,  etc. 

15  PER  DIEM 


16  TAX  EKCMPTION 

This  Yd.ll  include  tax  exemption  iden- 
tification cards. 

Y/ATER  CONSERVATION  (Wa  Cons) 

This  \"dll  include  the  use  of  v/ater, 
iTater  rights,  water  requirements, 
watershed  surveys  to  determine  methods 
and  feasibility  of  developing  water 
conservation  practices,  plans  and 

• 

programs,  water  potentials  aid  re- 
sources, YYater  sources,  up-stream  and 
doYYn-stream  erosion  control  water  dis- 
posal, including  control  of  flood 
waters,  and  the  prevention  of  damage. 

1 REPORTS  'X- 

Monthly  progress  reports,  special 
reports,  flood  damage  reports,  re- 
ports of  meetings  on  developing  water 
and  conservation  practices. 

2 OUTSIDE  RELATIONS  * 

Covers  correspondence  and  records  hav- 
ing to  do  with  the  general  public; 
private,  state  and  federal  agencies 
as  cooperation  and  coordination  of 
V/ater  Conservation  activities  Yfith  these 
agencies  or  local  interested  groups; 
invitations  to  attend  or  participate  in 
meetings.  Special  case  files  should 
be  developed  for  cooperation  ivith  organ- 
izations as  the  Yfeather  Bureau,  Bureau 
of  Reclamation,  Corps  of  Engineers, 
Forest  Service,  if  volume  justifies 
these  files.  If  volume  is  small,  all 
of  this  material  will  be  together  in 
one  folder. 
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3 DISTRICTS  Correspondence  regarding  the  control  of 

Yrater  in  districts^  procedure  of  district 
directors  to  follow  in  acquiring  flood 
control  surveys,  investigations  in  water 
problems  in  districts,  water  supply,  study 
of  undeveloped  water  in  SCD^  relief 
measures  in  drought  area  in  SCDo 

11  FLOOD  PREVENTION  This  Yd.ll  include  surveys,  special  project 

surveys,  proposals  for  joint  development 
of  flood  facilities,  development  of  water- 
shed plans,  work  plans,  hearings,  etc® 

12  SURVEIS  Water  Conservation  surveys  including  work 

plans,  programs,  economic  feasibility, 
watershed  investigations  but  not  specific 
flood  control  projects o 

13  Y/ATER  Includes  requirements,  rights,  water  spread- 

ing,  general  crater  disposal  (except  for 
flood  prevention) , water  resources,  ground 
Yj-ater  investigations  (Y/ell  drilling),  etcs, 
data  under  Technical  Data  - Hydrology a 

li;  BASINS  Correspondence  and  records  on  the  overall 

federal  inter-agency  river  basins  including 
organization,  membership,  assignment  of 
committees,  meetings,  reports,  work  plans, 
Yj-atershed  investigations  and  cooperation 
TrYith  other  agencies  whereby  they  may 
effectively  interchange  information  and 
coordinate  their  activities  among  them- 
selves and  with  those  of  the  States  in 
the  investigation  and  preparation  of  re- 
ports covering  the  Yrater  resources  and 
related  land  resources  of  the  territory 
involved®  Where  volume  justifies,  estab- 
lish case  files  alphabetically  for  each 
basin  in  second  position  and  identify  by 
abbreviations  - Arkansas -White -Red  (A/^xi), 
Missouri  Basin  (MB)*  Watersheds,  sub- 
watersheds or  particular  investigations 
may  be  set  up  in  the  third  position  as 
required. 
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15  WATERSIiED  PROTECTION  This  program  is  covered  in  a separate 

and  distinct  budget  from  flood  control 
and  shall,  therefore,  necessarily  be 
considered  separately  and  distinctly 
from  FLOOD  PRETEITT ION-11  above.  In- 
cludes correspondence,  budgets,  reports 
meetings,  evaluation,  etc.,  all  dealing 
with  the  organization  and  development 
of  the  watershed  protection  projects. 

In  areas  Y^here  no  specific  projects 
are  planned,  the  Primary  subject  WATER 
CONSERVATION  or  the  secondary  subject 
WATERSHED  PROTEC TION-l^  will  take  care 
of  essential  needs.  In  offices  Yh  ere 
specific  projects  are  authorized,  case 
files  will  be  set  up  as  listed  below, 
making  certain  to  set  up  only  those 
required  to  meet  actual  needs. 

NAlviE  OF  PROJECT  - For  example,  ADOBE 
CREEK  - CALIF;  CALLEGUAS  CREEK  - C.ALIF; 
FLAT  CREEK  - IND;  GREEN  CliEEK  - TEX; 
LOST  CREEK  - KANS;  Alphabetically 
arranged  and  includes  correspondence 
and  other  related  material  - for  the 
specific  project.  It  includes  the 
sponsorship  letter,  1b  tter  of  designa- 
tion, farm  planning  and  survey  corres- 
pondence. Also  correspondence  and 
records  on  Budgets;  Evaluations  of 
program  and  Ydiether  we  are  accomplish- 
ing what  we  set  out  to  do;  Documents 
as  Memorandum  of  Understanding,  Coop- 
erative Agreements,  Contracts;  Maps; 
Reports;  and  Work  Plans e 

Since  these  project  folders  are  to  be 
carried  forY/ard  from  year  to  year 
until  the  projects  are  completed,  it 
may  be  necessary  in  time  to  establish 
individual  folders  back  of  each 
project  to  take  care  of  the  underlined 
subjects  shoYWi  above,  as  Budgets,  • 
Evaluations,  etc«  In  this  case,  these 
folders  may  be  set  up  in  a separate 
file  cabinet  and  not  made  a part  of  the 
regular  correspondence  files  See 
sample  listed  below  of  proposed  arrange 
ment: 
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1st  position  gsieral  Watershed  Protection 
folders  pertaining  to  more  than  one  (1) 
projects 

BUDGETS 

EVALUATIONS 

INQUIRIES  (Congressional  and  other) 

MPS 
POLICY 
SURVEYS 
YraRK  PLANS 

Case  files  look  like  this  for  specific 
projects  set  up  in  1st  position  folders* 

NAIiiE  OF  PROJECT  ADOBE  CREEK  CALIF 

Second  Position  Foldersi 


BUDGETS 

DOCUlvIENTS  - Includes  memoranda  of 

understanding,  coopera- 
tive agreements^  contracts 
and  related  correspon- 
dence* If  this  folder 
becomes  too  bulky 5 we 
shall  develop  third  posi= 
tion  folders  for  these 
documents o 

EVALUATIONS 

MPS 

YfORK  PLANS 

NAIilE  OF  PROJECT  GREEN  CREEK  TEX 

SAME  AS  ABOVE 

This  gives  sufficient  space  to  expand 
records  as  they  develop* 
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VfflEELER-CASE  (WC) 

This  is  a specialized  file  used  only  in 
a feYT  States . The  present  system  of 
secondaries  should  be  utilized. 

WIND  EROSION  (Wind) 

Normally^  this  ■priLll  be  a general  file 
with  most  of  the  material  filed  back 
of  appropriate  Primaries.  For  large 
scale  projects  which  do  not  fit  specific 
primaries,  this  may  be  utilized  for  case 
studies  or  case  files.  Any  of  the  re- 
curring secondaries  may  be  utilized# 
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(.3)  The  Relative  Index  to  the  Standard  File  Outline.-  The  folloYfing 
index  is  an  alphabetical  arrangement  of  the  actual  subjects  appearing  in 
the  file  outline  and  subjects  frequently  used  to  identify  material  re^- 
quested®  Opposite  each  alphabetical  entry  is  indicated  the  file  loca- 
tion of  the  records  covered* 

(a)  Use  of  Arabic  Numerals  in  Index®  The  secondary 
numerical  numbers  shoYm  on  the  subjects  appearing  in  the 
index  shall  not  be  used  unless  a secondary  subject  has 
been  established  and  a folder  has  been  set  up  in  your 
files  for  the  material  so  classified. 

(b)  Expansion  of  Index.  This  index  should  be  expanded 
Yfhenever  and  as  much  as  necessary*  The  more  complete  the 
index,  the  better  the  operation  of  the  system,-  Neyr  entries 
made  in  the  index  should  be  reported  to  the  Admdnistrative 
Officer  on  June  1st  of  each  year* 

Cross  References  Category 


Abandonment  of  Offices  ^ ® ® . ®See  ORGANIZATION 

Acceptance  of  Bids ® oC  . .See  CONTRACTS 

Accession,  Planting  Stock® ..  ® ..............  ® ® ® ®PLAxUTING  MTERIALS  19 

X property) ® ® . o ........ ® PROPERTY  I8 

(Records)  .RECORDS  MANAGElvlENT  11 

Accident,  Service  Employees ................... ® . . PERSONNEL  2? 

Accomplishment  Rates .OPERATIONS  12 

Accidents,  Other. .See  ACCIDENTS 

Accountability. .................................. PROPERTY  11 

Accounting .J^'ISC.AL  11 

" Cost,  Nursery. . .PLANTING  MTERIALS  12 

Cost,  (Cartographic) . .............. . .CARTOGRAPHIC  1? 

Acknowledgments  ( to  Request) .PUBLICATIONS  lU 

Act  for  Another. ................................ .AUTHORIZATION  11 

Active  Duty  Orders,  Military. ....................  PERSONNEL  23 

Activities  (Employees) ............ ® ............. . PERSONNEL  11 

Activity  (Political) ... ... .............. ....... . .PERSONNEL  2^ 

Address,  Change  of , .See  COIMUNICATIONS 
Administer  Oaths,  Authorization  to. . ® ........... .AUTHORIZATION  15 

Administration. .. ............ ................... . .See  ORGANIZATION 

Administrative  Examinations ® .......  .See  REPORTS  * 

under  applicable 
primary. 


Administrative  Planning. ..... ........ .......... . .MANAGElvENT  IMPROVE- 


LENT  lU 

Administrative  Services . ....................... . .See  ADMINISTRATIVE 

SERVICES 

Administrative  Assts®  Meetings  (Stats) .......... .MEETINGS  li; 

Advance  of  Funds,  Authorization  to  Approve® oAUTHORlZ AT lON  12 

Advertisements,  for  Contracts  br  9pace® ......... ^CONTRACTS  11 
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Advertisements^  Newspaper.. INFOiillATION  and 

EDUCATION 

Aerial  Photographs CARTOGRAPHY 

Classification  (Security)  CARTOGRAPHY 

Requests  for  (See  Cart.  - 11  & l5 )•••• CARTOGRAPHY 

Safeguarding  of ...CARTOGRAPHY 

Agencies,  Other  changes  in.... ORGAI'IIZATION 

Agreements See  AGREEMENTS 

(Case  file) AGFffiElvIEITrS 

(Numbered) CONTRACTS 

Unnumbered  (Purchase  or  sale). CONTRACTS 

(Unnumbered) AGREEMENTS 

Agronomic  Practices,  Grazing AGRONOMY 

Agronomy. See  AGR0N01.IY 

Aids,  Visual irJFORIl\TION  and 

EDUCATION 

Air  Express TRANSPORTATION 

Air  Freight TRANSPORTATION 

Air  Travel. TRAVEL 

Allergens,  Study  of PLANTING  MATERIALS 

Allocation  of  Funds .FISCAL 

Allotment  Ledgers FISCAL 

Allotment  of  Funds FISCAL 

Allotment  of  Planting  Materials PLANTING  MATERIALS 

Alterations  Required  on  Federal  Space SPACE 

Analysis,  Community  Benefits CONSERVATION 

ANALYSES 

Better  Living  as  Result  of  Soil  Cons. .CONSERVATION 

ANALYSES 

Farm  Operation FARM  PLANNING 

Fertilizer  .See  FERTILIZER 

Higher  Crop  Yields .CONSERVATION 

ANALYSES 

Increased  Income. CONSERVATION 

ANALYSES 

Job  Description. PERSOITNEL 

Living  Standards CONSERVATION 

ANALYSES 

(Soil) LABORATORIES 

(Water) LABORATORIES 

Work  Load OPERATIONS 

Work  Unit OPERATIONS 

Analysis,  Conservation... See  CONSERVATION 

ANALYSES 

Animal  & Plant  Disease  ( Insects) ............... .BIOLOGY 

Prevention  (Insects) BIOLOGY 

Remedies  (Insects) BIOLOGY 

Animal,  Wild. ..oo..soso..o....a......o«........ .BIOIiOGY 

Classification  of BIOLOGY 

Genus  of BIOLOGY 


11 

11 

11 

11 

11 

13 

11 

15 

18 

11 

5 

18 

11 

11 

11 

17 

13 

11 

13 

20 

11 

11 

11 

11 

11 

11 

Ih 

11 

11 

12 

12 

ih 

16 

16 

16 

11 

11 

11 
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00000000000000000000000900000000  DlOXiOdT 

oooooooooooooeoooeooooooooooeoooo  HIOXjCXjtIC 


■ COOOOOOOOOOO 


0000900000 


See  OPERATIONS 
REPORTS 


ooooeooooooooooooooooooooeo  oSSe  AUTHORIZATION 

oaoooooeooooosoooooo  PERSONNEL 
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ooooooooeeoooooooooooo  PERSONNEL 

ooooooooooooo  o COMMUNICATIONS 

oeooooooooooooooeoooooo  PERSONNEL 

See  GROUP  ACTION 


AUTHCmiZATION 


acoooooooooo 


o AUTHORIZATION 
oAUTHORIZATION 
oooaoooosooooo oRECORDS  MANAGEMENT 
.INFORo  &.  EDUCATION 


HsLltS  ooocooooooooooooooooesooooooocoee  G BIOLOGY 

Identification  of ooooooooooooooooooooooo B lOXiOGY 
Range  of 
Species 

Annual  Plan  of  Operation  and  Goals 
Annual  Reports^,  State  & National  SCS 
Another^  To  Act  for 
Appeals^  Efficiency  Ratings 
Application  & Practices  (Conservation) 

Application  Certification 
Applications  for  Radio  Frequency « 

Appointments 5 Employment 

Approach^  NeigHLorHoodG ooc>aooooooooooooooooe*oo 

Approval  & Development  (Forms) o o o o o » o o o o o o o » o o .FORMS 

Appropriations  oooooooooooooooooooooooooooooooo  o FISCAL 

Approve  & Direct  Travel^  Authorization  tOo o o o « oAUTHORIZATION 
Approve  Payrolls^  Authorization  to « <>  o o o « o o » o * » 

Approve  Use  of  Private  Storage  of  Government” 
owned  Vehicles^,  Authorization  to*  o » o » o ® o o o o 
Approve  Vouchers^  Authorization  to 
Archival  Records^,  Disposition  of 
Articles,  Monographs  & Manuscript  of 
Aspects,  Sociological  & Economic  (Cons®  Analo)9See  CONSERVATION 

ANALYSES 

Assignment  of  Automotive  Equipment 
Assignment  of  Radio  Wave  Lengths 
Assignment  of  Space  (Federal) 

Assistance,  Request  for  (Outside  Disto  Boundaries) ASSISTANCE 
Schedule  ol ooooooooaooooooooooooooooo DISTRICTS 
Attendance  to  Court,  Requests  for ooeooooooooooo PERSONNEL 
Attend  Meetings,  Authorization  to o o o o o o « o o o o <>  o o AUTHORIZATION 
Attorney  General,  Opinions  o o o o o o o o o o o o o o o « o o o ^ o OPINIONS 
Attorney , Power  of ©ooooooooooooooooooooooooooa ® AUlHOHiZATION 

Audit  OOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOQ6.b  ISCAL 

Audit  Difference  Statements  ooooooooooooooooooo  o FISCAL 

Auditor ® s Reports ooooooooeooooooooooooooooooooo BUDGET  & FINANCE 

Authority , Delegation  of ooooooooooooooooooooooo AUTHORIZATION 

Authority  to  Acto  oooooooooooooooooooooeooooooo  oAUTHORIZATION 
Authorization  0 oooooooooooooooooeooooooooeooooo  oS&Q  AUi.HORlZAT  ION 
Attend  Meetings  ooooooooooooosoaoceoo  o AU  XHORlZAl ION 

F or  ms  f ®r  ©ooooooooooooooosooooooooeo  8 FORMS 

Travel  (Individual) ooooooooooooooooo o TRAVEL 
Issuance  of  oooooooooooooooo.ooooooao  oAUTHORIZATION 
To  Approve  Advance  of  FundSo o o o » o o o 0 oAUTHORIZATION 
Use  of  03000000000000000000COOOOOOOOOO  AU  THOR IZ AT lON 
Automobile  Travel,  Request  for®  eooooeooaoooooo  eTRAVEL 
Automotive  Equipment,  Cost  of  Ope  rations,  000000  oEQUIPMENT 
Develooment  0000000000000000000000000  ©EQUIPMENT 

fbCChange  ooooooooooooooooooooooooooooo  PROPERTY 
Inspections  c ooooeooooooooooooooooooe  oEQUIP^^ENx 


ooooodoooo 
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Insurance 

Maintenanc  e 

Needs. 

i3pecif  ications 

Storage 

Automotive  Kepairs 

Automotive  Usage  Plans  (Heavy  Equipment) 

Availability  of  Funds 

Availability  of  Planting  Materials 

Availability  of  Publications 

Availability  Reports  (Nursery) 

Awards  & Citations,  Employee. 

Awards,  Contest  (hovf) 


..See  ACCIDENTS 
..EQUIPMENT  12 

..PROPERTY  17 

. .EQUIB.ENT  11 

. .OUNTKAOTS  13 

. .EQUIPMENT  12 

. .EQUIPIENT  12 

..FISCAL  13 

..PLANTING  MATERIALS-  11 
, .PUBLICATIONS  11 

..PLANTING  MATERIALS  11 
..PERSONNEL  12 

..IIEOR.  & EDUCATION  12 


-B- 


Bagging,  Seed PLANTING  MTERIAL  19 

Bank  Protection  Practices. ENGINEERING  13 

Base  Maps GARTOGRAPHY  12 

Drafting  of .CARTOGRAPHY  12 

Use  of. ........CARTOGRAPHY  12 

Basins .If/ATER  CONSERVATION  lU 

Beetle  Control .BIOLOGY  I6 

Beneficial  Insects,  Effects  of  Insecticides  on. .BIOLOGY  15 

Benefits,  Conservation .CONSERVATION 

ANALYSES  11 

Bench  Marks,  Surveys .CARTOGRAPHY  ll|. 

Bids,  Invitation ......CONTRACTS  11 

Bills  of  Lading TRAl'JS PORTA TION  11 

Binding  & Printing See  PRINTING  & 

BINDING 

Biology  (Biological  Cons.  Practices) See  BIOLOGY 


Boards  of  Survey. 

Bonding  of  Employees 

Bonds,  U.S . Savings,  Auth.  to  Distribute® ...... ® 

De due tiLons ........o  ...... ....... ...... 

Borders,  IVildlif  e 

Boundaries,  Mapping. 


Boundary,  Change  of  Dist] 
Bridges,  Construction... 
Broadcasting,  Radio ..... 
Brush  Removal,  Practices. 


Budgets,  Planning  Farm« 


.PERSONNEL 

27 

,1NF0R.  & EDUCATION 

18 

.PROPERTY 

Ih 

FISCAL 

Ih 

.AUTHORIZATION 

17 

FISCAL 

12 

BIOLOGY 

11 

CARTOGRAPHY 

13 

CARTOGRAPHY 

13 

.DISTRICTS 

11 

ENGINEERING 

11 

INFOR.  & EDUCATION 

16 

ENGINEERING 

13 

FISCAL 

13 

See  BUDGET  & 

FINANCE 

FARIi  PLA-TONG 

11 
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Buildings,  Construction  of.  Approval  for PROPERTY  13 

Erecting  of ENGII\IEERING  11 

Planning  of ENGINEERING  11 

Bureau  & Departmental  Organization ORGMJIZATION  11 

Bureau  of  Budget,  Special  Studies See  APPLICABLE 

PRILiARI 

Burning,  Controlled  (cropland) AGRONOLfY  12 

-C- 

Calculation  of  Desired  Rates OPERATIONS  12 

Calendars,  Visual  Education INFOR.  & EDUCATION  l8 

Call  Letters,  Request  for  Radio COIvEOTI CATIONS  lit. 

Camp  Operations  (Archival)..... See  CAMP  OPERA- 

TIONS 

Capability,  Classification,  Land .....SOIL  CONS.  SURVEYS  12 

Capability  Maps,  Land SOIL  CONS.  SURVEYS  13 

Car  (Personal)  use  of ..TRAVEL  13 

Cards,  Tax  Exemption,  Identification TRAVEL  l6 

Carrying  Capacities,  Livestock ...RANGE  111. 

Cartography See  CARTOGRAPHY 

Aerial  Photos CARTOGRAPHY  11 

Boundaries .CARTOGRAPHY  13 

Charts See  CARTOGRAPHY 

Cost CARTOGRAPHY  13 

Diagrams. ..See  CARTOGRAPHY 

Dr  awing  s See  C ARTOGRAPHY 

Photographs CARTOGRAPHY  11 

Security  - AerialPhotos CARTOGRAPHY  11 

Techniques .See  CARTOGRAPHY 

Case  Files  - See  Applicable  Primary 

ACCIDENTS,  CLABS  & DAJ-IAGES  11  HANDBOOKS  & MNUALS  12 

AGREEMENTS  11  I/IANAGEIMIT  IIvIPROVEHCENr  12 

ASSISTANCE  11  PATEI'ITS  11 

CONTRACTS  PERSONI'JEL  2? 

DISTRICTS  20  RECORDS  MANAGEMENT  11,  13 

DRAINAGE  & IRRIGATION  13  RELATIONS  12,  13,  ll 

ENGINEERING  11,  12,  13  RESEARCH  11 

FARM  PLAl^BNG  12,  13  Y/HEELER  CASE 

FORESTRY  11,  13  vaND  EROSION 

GROUP  ACTION  11 

Catalogs PROCUREMNT  11 

FARI*^  PLANS  11 

Census  Data .CONSERVATION 

ANALYSIS  12 

Certification,  Application PERSONI\IEL  19 

Change  of  Address COmiUNICATIONS  12 

Change  of  Boundary,  Districts DISTRICTS  11 

Change  of  Headquarters.... .ORGANIZATION  12 

Changes,  Key  Personnel. ORGANIZATION  11 

ORGANIZATION  12 
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Changes^  Reports  & Notices  on,  Organization  ORGANIZATION  13 

Status 

Characteristics,  Plant. .PLANTING  IvIATERIALS  I8 

Wil  d Animals BIOLOGY  11 

Charts,  Cartography .See  CARTOGRAPHY 

Food  Utilization,  Livestock. .RANGE  13 

Range RANGE  l5 

Visual  Education.  ..INFOR.  Sc  EDUCATION  I8 

Checks,  Salary,  Authorization  to  Distribute^ » . * sAUTHORIZATION  1? 

Chemicals  Used  in  Eradication,  Harmful  Plants 

(Herbicides)  o o ..  oBIOLOGY  li| 

Killing  of  Insects  (insecticides) o . . , « BIOLOGY  l5 

Churches,  SCS  Cooperation  with.  .-RELATIONS  12 

Citations  Sr.  Awards  (Employee) aPERSONNEL  12 

Citizenship.  .PERSONr'IEL  13 

Civil  Service.  .PERSONNEL  19 

Claims  for  Damages.  .ACCIDENTS  11 

Claims  for  Salary.  .FISCAL  15 

Claims  for  Travel. .FISCAL  15 

Cilasses,  Land  Capability.. ...SOIL  CONS.  SURVEYS  12 

Classification  Animals,  Yfild,  Genus  & Species. BIOLOGY  11 

Classification  of  Soil  Conservation  Districts. . .OPERATIONS  12 

Classification,  Job,. .PERSONNEL  lU 

Land  Capability ..... .SOIL  CONS.  SURVEYS  12 

Property ^PROPERTY  12 

(Security),  Aerial  Photos, ........... .CARTOGRAPHY  11 

Cleaning  (Harvesting)  Seed. .....................  PLANTING  IvIA'i'ERIALS  15 

Climatology,  Data .See  TECH.  DATA 

Clippings,  Press INFOR.  & EDUCATION  l5 

Clovers ... PLMTING  MATERIALS  I8 

Clubs,  U-H  Club,  Garden,  etc.. .RELflTIONS  12 

Coding,  Maps,  Land  Capability... SOIL  CONS.  SURVEIS  13 

Collection  of  Funds .FISCAL  11 

Collection,  Ne¥f  Plants. .PLANT'ING  MATERIALS  l5 

Collection  of  Deed .FISCAL  11 

Colleges  & Schools .RELATIONS  12 

Commendation,  by  Outside  Organization  or  Indi- 
viduals   .Relations  11 

Commendations,  Employee PERSONNEL  12 

Comments,  Outside .RELyiTioNS  11 

Commercial  Fish  Hatcheries. .BIOLOGY  13 

Commercial  Nurseries,  .PLATJTING  PlATEitlALS  19 

Commercial  Organization,  Relations ^ NiEL-iTIONS  12 

Committee,  Efficiency  Rating .. s ............... . .PERSONNEL  I8 

Employee  Suggestion. ................. .l.iANAGEiVlEiMT  IB/IPR . 11 

Forms ^ . .FORlilS  11 

Committees,  State .See  REPORTS 

Common  Services , Bureau  of  Budget.-. ^ =See  APPLICABLE 

PRIMARY 

Communications  - . . ^ee  C,u:.iiUNj.CAi  j c ..o 

Telegraphic ^ iCOLIMUNICATlONS  i 

Telephonic ,-COMlOTICATIONS  I6 
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Community  Benefits CONSERVATION 


ANALYSES 

11 

Complaints  Sc  Criticisms 

11 

Comptroller  General  Decisions 

Concessionaire  Funds,  LU  Audit  of 

12 

Congressional,  Relations.. 

Conservation  Analyses. 

13 

Benefits. 

Benefits,  Higher  Standards  of  Living. c.. 

Biological. 

Education. 

Needs 

Practices,  Widespread  Application. ...... 

Program,  Evaluation  of 

Structiires,  Damage  by  Rodents 

Time  Tables 

Wildlife 

Conservationists  State  Meetings..... 

Conservationists,  Area  (Work  Unit  Analysis) .....o . 
Consolidation  of  Offices.... 


Construction  of  Buildings,  Approval  for .......... . 

(J ob  plans 

Property 

Construction  of  Facilities 

Construction  of  Dams,  Spillways,  Farm  Ponds... .oo. 

Contest  (With  Whom) 

Contests,  Preparation  (How  and  Why) 

Purpose,  Objectives,  Prizes,  Judging.... 
C o ntr  acts..... ................................ A... 


Acceptance. 

Lettmg  ........o........ ....... 

Preparation  of 

Unnumbered  (Purchase).. 

Contributions,  From  Employees 

Control  Data,  Map... 

Fire,  A Recurring  Secondary  (6) 


Insects. . . 
Map ....... 

Rodent. . . . 


ANALYSES 

CONSERVATION 

ANALYSES  11 

CONSERVATION 

ANALYSES  11 

See  BIOLOGY 
IInIFOR.  Sc  EDUCATION  13 
CONSERVATION 

ANALYSES  12 

OPERATIONS  13 

CONSERVATION 

ANALYSES  11 

BIOLOGY  11 

CONSERVATION 

ANALYSES  12 

BIOLOGY  11 

MEETINGS  Ik 

OPERATIONS  2h 

ORGANIZATION  11 

ORGANIZATION  12 

ORGANIZATION  13 

PROPERTY  13 

ENGINEERING  11 

PROPERTY  13 

ENGINEERING  11 

ENGBffiERING  11 

RELATIONS  12 


INFQR.  & EDUCATION  12 
INFQRe  Sc  EDUCATION  12 


See  CONTRACTS 
See  CONTRACTS 
CONTRACTS  11 

See  CONTRACTS 
CONTRACTS  I8 

PERSOI^NEL  15 

CARTOGRAPHY  ih 

See  APPLICABLE 
PRII^aRY 

FORESTRY  6 

RANGE  6 

BIOLOGY  16 

CARTOGRAPHIC  ih 

BIOLOGY  11 
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Yfeed.  (Cropland) 

Yfeed,  (Pasture  and  Meadows) 
Controlled  Burning  (Cropland) 

Conventions  

Cooperative  Agreements  (Numbered) , . . . 

(Unnumbered) 

Correspondence. 

Control. 

Preparation. 

Processing. 

Routing. 

Cost  Accounting,  Map  Production, . . . . . 

Pl.ants  & Seeds . . 

Cost  of  Operations,  Automotive 

Counseling,  Employee 

County  Land  Use  Planning, ............ 

Court  Attendance,  Employee.... 

Courtesy  Cards,  Gasoline 

Cover  Crops 

Crawfish  Control 

Credentials,  Identification  Cards.... 

Criteria,  Land  Capability, 

Criticisms  & Complaints.  , . 

Crops 

Rotation  of 

Yield  Data 

Crop  Yields,  Higher 

Current  Management,  Records .......... 

Cutting  Practices,  Timber. ........... 


. ,AGRONOJ,fY 
. . A.GRONO?:TY 
. .AGRONOMY 
..See  I.^EETINGS 
..CONTRACTS 
. .AGREEMENTS 
. .COMTUNICATIONS' 

. .COM.IUNICATIONS 
. .COMIUNICATIONS 
. .COmiUNICATIONS 
. .CQM1.UNICATI0NS 
. .CARTOGRAPHY 
..PLAOTIMG  MATERIALS 
. .EQUIPMENT 
. . See  PERSONNEL 
. .OPERATIONS 
. . PERSONNEL 
. . PROCUREIOENT 
..AGRONOMY 
. . BIOLOGY 
. .PERSONI'IEL 
..SOIL  CONS.  SURVEYS 
. .RELATIONS 
. .AGRONOMY 
. .AGRONOMY 
. .AGRONOLa: 

..CONS.  ANALYSIS 
..RECORDS  MANAGE1.5ENT 
c .FORESTRY 


-D- 


Damage,  Insects  G:  Diseases.  . . . . 

Rodents  to  Soil  Cons,  Structures..... 

Vehicles  ( Property) 

Dams,  Construction  of 

Data,  Crop  Yield  (Experimental) 

New  Varieties,  Plant  & Seeds 

Preformation,  Organization-.  .......... 

Deductions,  Papi'oil.... 

Definitions,  Land  Capability. 

Delay  of  Mail  

Dele^,  ition  of  Authority, 

Delivery  and  Distribution  of  planting  Material .- 
Delivery  Tickets  (Gas  and  Oil) ................. 

Demonstrations  (Field) 

Demotion  a;-  Promotion . 

Departmental  Bureau,  Organization, ........... 

Departmental  Federal,  Regulations 


. EIOLOGT 
.BIOLOGY 
.ACCIDENTS 

,engi:jeering 

. AGRONOMY 

,PL\NTING  INITERIALS 
, DISTRICTS 
.FI3C.AL 

.SOIL  CONS.  SURVEYS 
. COiJ  .UNIGATIONS 
.AUTHORIZATION 
. PL;\H T 1 NG  i*iAT  Lit  1 AI3 
. PROCUREMENT 
.RELATIONS 
. PERSUNi’JEL 
, ORGANIZATION 
, REGULATIONS 


11 

lU 

12 

15 
11 
11 
11 
11 
11 
11 
17 
12 
12 

16 
16 
2h 
11 

16 

17 
12 
11 
11 
11 
11 
11 
12 
12 


16 

11 

11 

11 

11 

18 

16 

12 

12 

12 

11 

19 

lU 

12 

26 

11 

11 
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Description,  Range eRANGE  MANAGEMENT 

Plant. PLANTING  MTERIAIG 

Designs,  Engineering ENGINEERING 

Destruction  of  Insects .BIOLOGY 

Destruction  to  Soil  Cons.  Structures  by  Rodents. .» BIOLOGY 

Details,  Personnel. .PERSONNEL 

Determination  of  Desired  Rates ................... . OPEJiATIONS 

Development  It  Approval  Forms .FORldS 

District.^. DISTRICTS 

Facilities,  Drainage  and/or  Irrigation. .DRAINAGE  & IRRIG. 
H^ndboolc. ......e............ ...........  .HANDBOOKS  ^It 

MANUALS) 

Development  & Specifications,  Equipment. ......... .EQUIPMENT  (1^'Igt. ) 

Dew,  ri'ecipitation. .TECHNICAL  DATA 

Diagrams,  Cartography. .CARTOGRAPHY 

Dipping  Records,  Livestock. .RANGE 

Direct  & Approve  Travel,  Authorization  to ........ .AUTHORIZATION 

Directories,  State,  Personnel ^ . .ORGANIZATION 

BiH'eau'  and  Department. ORGANIZATION 

Discounts,  Purchase ............................... PROCURElffiNT 

Diseases  of  Animal  (insects) ..................... .BIOLOGY 

Diseases  of  Insects. .BIOLOGY 

Diseases  of  Plant. .BIOLOGY 

Diseases  in  Woodlands .See  FORESTRY 

Dispatchers  Recohd  on  Equipment ^EQUIPMENT 

Dispensers  Daily  Reports PRCX3UREMENT 

Disposition,  Property. PROPERTY 

Records .. ............................. . .RECORDS  MANAGEIt/ENT 

Dissemination  of  Information  Material® ........... .See  INFOR®  Sc 

EDUCATION 

Distribute,  Salary  Checks,  Authorization  to. . . . . . ^AUTHORIZATION 

Distribute,  U.S*  Savings  Bonds,  Authorization  to® . AUTHORIZATION 

Distribution  of  Funds  for  Districts .OPERATIONS 

Maps  and  Procurement ................... .CARTOGRAPHY 

Momor  anda  .«a.e>..c»e.oe.ao....o.«.ro..ee.  L^EMORANDA 

Nursery  Stock. .................o........ PLANTING  A^TERIALS 

Publications  PUBLICATIONS 


11 

18 

11 

15 
11 
28 
12 
11 

16 
11 

11 

11 

13 

18 

12 

11 

12 

16 

16 

16 

1 

Ik 

Ik 

13 


17 

17 

15 

15 

11 

19 

12 


Districts  - Recurring  Secondary  3................ .See  PRIMARY  limited 

to 


CARTOGR.\HIY  3 
DRAINAGE  & IRRIGATION  3 
FARM  PLANNING  3 
INFORMATION  Sc  EDUCATION  3 
OPERATIONS  3 


PLANTING  MTERIAL3  3 
RECORDS  Sc  REPORTS  3 
SOIL  CONS.  SURVEYS  3 
WATER  CONSERVATION  3 
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Districts See  DISTRICTS 

Note  use  of  Case  files  in  District  series  as  indicated 

by  -«-» 

District  Case  File DISTRICTS 

District,  Agreements,  Farmer  (Sample  Copies) ... .See  DISTRICTS 

Basic  Etevelopment  of DISTRICTS 

^-{{■DISTRICTS 

Basic  Organization DISTRICTS 

■JH1-DISTRICTS 

Districts,  Classification  Work  Load  Analysis. . 0 .OPKRATIONS 
Conservationist,  Yf.  G.  (State  Called.  .MhliiTINGS 

Meetings) 


Elections,  General ..DISTRICTS 

Establishm^ent  of .DISTRICTS 

-)«;-DISTRICTS 

Legislation,  General DISTRICTS 

Loan  or  Grant  of  Equipment ...DISTRICTS 

■JHt-DISTRICTS 


Meetings,  Supervisors,  Minutes  of DISTRICTS 

^---DISTRICTS 

Memorandum  of  Understanding,  General. .DISTRICTS 

-«-K-DISTRICTS 

planting  Requirements PLANTING  MATERIALS 

program  and  Work  Plan .DISTRICTS 

ew^DISTRICTS 

Procedures,  General  Organizational. .. .DISTRICTS 

Reports  Relative  to., DISTRICTS 

^-x-DISTRICTS 


Resolutions 


DISTRICTS 

•?Ht-DISTRICTS 


Schedule  of  Assistance 


DISTRICTS 

^-n-DISTRICTS 


Studies,  General 

District  Supervisors,  Elections 

Meetings,  Minutes  of 

Ditches,  Diversion,  Construction  of...... 

Division,  Handbooks 

Divisional  Series,  Memoranda. 

Document  Series,  Memoranda 

Doves 

Down-Stream  Erosion  Control. 

Drafting  of  Base  Haps 

Drainage  Investigations  

Drainage  8c  Irrigation... 


DISTRICTS 

. . . .DISTRICTS 
. . . .DISTRICTS 
-JHS-DISTRICTS 
. . . .ENGINEERING 
....HANDBOOKS  ’ 

. . .\?ffilDRAITOA 
. . . .MEMORANDA 
BIOLOGY 

. . . .WATER  CONSERVATION 
. . . .CARTOGRAPHY 

DRAII'IAGE  ^ IRRIG. 

....See  DRAINAGE  8c 


IRRIG. 

(Biology)  As  it  effects  Flora  8c  Fauna .BIOLOGY  - 

See  also .DRAINAGE  8c  IRRIG. 

Drainage  Systems .DRAINAGE  2c  IRRIG. 


20 

16 

20 

16 
20 
12 
lU 

12 

13 

20 

13 

19 

20 

15 
20 
lU 
20 
21 

17 
20 

16 
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20 

18 
20 

19 

20 
16 
12 
15 
20 
13 
12 
12 
12 
11 
13 
12 
13 


12 

11 

11 
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Drawings,,  Cartographic  CARTOGRAPHY  15 

Visual  Education.  IHFOR.  & EDUCATION  I8 

Drivers  Licenses  and  Permits.  PERSONNEL  27 

Duplicating ... .PRICING  & BINDING  12 

Duty,  Hours  of  Employee PERSONNEL  20 


-E- 


Easements 

Ecology,  Relationships  to  Animal  Wildlife  . 
Ecology,  Plant 

Economic  Aspects  of  the  Conservation  Analyses. 
Editing,  Conservation  Articles,  etc........... 

Education,  Conservation. 

Education  and  Information. 

Education  - Program,  Need  of.  Method  of,  Cons* 
Approach  of,  etc .................... 

Effects  on  Beneficial  Species,  Insecticides.*. 
Effects  of  Soil  Cons,  on  National  Economy 

(past  and  present) 

Effectiveness  of  Fertilizer. 

Election  of  District  Supervisors. 

Employees,  Bonding  of 

Employees ' Compensation  Act. 

Employee  Activities 

Employee  Suggestions 

Employment ..................................... 

Encumbrances,  Fiscal 

Engineering . . 

Envelopes,  Use  of.  Mail 

Enterprises,  Group  * . . 

Equipment 


Automotive  

Automotive,  etc . , Repairs  to ..........  . 

Design  of 

Heavy  Usage  Plans. .................... 

Inspection  of  * 

Loan  & Grant  of ......................  . 

Management  of ...  

Maintenance ........................... 

Purchase  of  

Specifications. . . 

Eradication  of  Harmi'ul  Plants 

Erection  of  Buildings,  Plans ..................... 

Erosion  Control,  Development  of  Structures  for®. 


..CONTRACTS  12 

BIOLOGY  11 

..RANGE  (MGT)  12 

..CONSo  ANALYSES  11 

. .See  INFOR  k 
EDUCATION 


. . IWOR  <Sc  EDUCATION  13 
* .See  INFOR  & 

EDUCATION 

. .INFOR  & EDUCATION  13 
..BIOLOGY  15 


.CONS.  ANALYSES 

11 

.See  FERTILIZER 

.DISTRICTS 

12 

.FISCAL 

ih 

.PERSONNEL 

27 

. PERSONNEL 

11 

*MGM  IMPROVEIvENTS 

12 

.PERSONNEL 

19 

.FISCAL 

11 

.See  ENGINEERING 

. COmfUNICATlONS 

12 

.See  GROUP  ACTION 

.See  EQUIPMENT 

(MGT) 

.See  EQUIPMEi^JT 

.EQUIPMENT 

12 

.ENGINEERING 

11 

.ICQUIPIiENT 

12 

.EQUIPI^NT 

12 

. DISTRICTS 

19 

.See  EQUiPl/lENT 

(Mgt. ) 

«EQUlPi\-1ENT 

12 

. PROCUREMENT 
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.EQUIPIWi' 

11 

PROCUREMENT 

18 

. BIOLOGY 
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.ENGINEERING 
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...ENGINEERING 
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Planning  of  Structures  for*..,,, .ENGir'TEERING 

Up-Stream  and  DoYm-stream See  WATER  CONS. 

Establishment  of  Districts. DISTRICTS 

-x-k-DISTRICTS 

Establishment  of  Offices. .ORGANIZATION 

Estimated  Requirements.  PROCUREIIENT 

Estimates  of  Planting  Stocks ....PLANTING  MTERIAL 

PL/INTING  MTERIAL 

Estimates  of  Saleable  Timber,... ......FORESTRY 

Estimates  of  Funds. FISCAL 

Evaluation  of  the  Conservation  Program... .See  CONSERVATION 

ANALYSES 

Examination^  Civil  Service.. PERSONNEL 

Examinations,  Administrative See  REPORTS  under 

Applicable  Pri- 
mary. 

Exchange,  Seed. PLANTING  TATERIALS 

Foreign.. PLANTING  MTERLILS 

Inter-Agency PLANTING  l.IATERIALS 

Inter-State PLA^ITING  TATERIALS 

Executive  Orders. .OPINIONS 

Exemption,  Tax PROCUREMENT 

Exhibits  (posters,  use,  design,  etc.) II\IFOR.  8c  EDUCATION 

Expense  Accounts FISC.AL 

Experimental  Work  on  Farm  Forest. FORESTRY 

Experimental  Studies. See  RESEARCH 

Express  or  Freight  Shipments. .TRANSPORTATION 

-F- 

Facilities,  group. GROUP  ACTION 

Facilities  for  Development,  Installation,  and 

Operations  of  Drainage  and  Irrigation.. .See  DPtllNAGE  AI'ID 

IRlilGATION 

Fairs,  County,  Community,  etc .RELATIONS 

Farm  Budgets. FARlvI  PLANNING 

Farm  Fish  Ponds BIOLOGY 

Farm  Forest  (And  Range  Woodland) FORESTRY 

Management  of .FORESTRY 

Farm  Operation  Analysis,  (Farm  Records) .FARM  PLANNING 

Farmers  Opinions  (Complaints  and  Comments) REEiTIONS 

Farm  Planning. See  FARM  PLANNING 

Development. FARM  PLANNING 

Practices  of .FARIA  PLANNING 

Farm  Plans,  Individual  (Sample  District  & Others)FARM  PLANNING 

Farm  Ponds,  Treatment  of  o ....  .BIOLOGY 

Farm  Ponds,  Construction  of .ENGINEERING 

Farm  Records FARM  PLANNING 

Farm  Woodlando FORESTRY 
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Force^  Reduction  in*.... PERSONNEL 

Foreign  Relations* RELATIONS  (PUBLIC) 

Foreign  Exchange,  Seed PLANTING  MTERIALS 

Forest,  Farm* , * ,o  o ,« o * FORESTRY 

Fire  Control FORESTRY 

Grazing FORESTRY 

Harvesting FORESTRY 

Management, .FORESTRY 

Marketing, .FORESTRY 

Marking  Trees FORESTRY 

Program  and  Planning .FORESTRY 

Reforestation, FORESTRY 

Sale  of  Timber. .FORESTRY 

Shelterbelt FORESTRY 

Timber  Survey FORESTRY 

Turpentining FORESTRY 

V/indbreaks FORESTRY 

Woodland  Products ..FORESTRY 

Woodland  Protection  (Not  fire  control) FORESTRY 

Forestry. See  FORESTRY 

Format,  Style  of  Forms FORMS 

Format  (of  Publications) ..See  PUBLICATIONS 

Forms,  Government, .See  FORMS 

CoTTimi  ttee FORMS 

Request  f oir.' FORMS 

USDA,  SCS,  Standard  (Samples) FORMS 

Four*”H  Clubs  ...a..................... ..........  oREJjAHONS 

Franking  Privileges. .COMMUNICATIONS 

Freight  or  Express,  Shipments.  .TRANSPORTATION 

(OF  THINGS) 

Function,  Organization. See  ORGANIZATION 

Funds,  Accounting  of . .FISCAL 

Advance  of,  to  approve. .AUTHURlZATIOr^ 

Allocation  for  Districts ............. .OPERATIONS 

Audit  of ..oo......................... .FISCAL 

Availability  of  a............... «».... .FISCAL 

Authorization  to  approve.  Advance  of . .AUTHORIZATION 

Budge  t of  oaaaoos..o»s.o.aoo.  00900.  «...F ISC  AL 

Concessionaire,  Audit. ............... .FISCAL 

Distribution  of o........... .......... .1 ISCAL 

SCS  Appropriation,  Allocation  of FISCAL 

Furnishing  Supplies  and  Materials  to  Districts. .See  DISTRICT 
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Game  Preserves 
Garage,  Storage  aii  Service. 

Garden  Clubs, 

Gasoline,  Oil,  Service  Station  Delivery, 
General  Schedules  of  Supply, 
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. . .BIOLOGY 
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... PROCUREMENT 
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Geodetic  Controls^  Mapping. ..CARTOGRAPHY  ik 

Geodetic  Survey  - Quad,  Sheets. .CARTOGRAPHY  l6 

Geology TECHNICAli  DATA  17 

Genus  of  Wild  Animals BIOLOGY  11 

Germination,  Seed  Tests ..PLANTING  FiATERIALS  li| 

Gifts,  Employee PERSONNEL  15 

Goals,  Production  Annual. .OPERATIONS  13 

Government  Losses  in  Shipment. . .................. .TRANSPORTATION 

(OF  THINGS)  12 

Grant  of  the  Equipment  of  Districts .............. .DISTRICT  19 

-)«i-DISTRICT  20 

Grasses,  Propagation* .See  PLANTING 

MATERIAIS 

Grasses,  Use  of  (Agron.  Practices) ............... .See  AGRONOilY 

Gratuitous,  Space SPACE  12 

Grazing  5-"-- » ® ® * • See  APPLICABLE 

PRIMARY 


AGRONOM  5'-- 

FORESTRY  5-G- 

RANGE mNAGEMEIfC  5"g- 

Grazing  Permits .................................. .COILTRACTS  l6 

Ground  Y/ater  (Geology)  Hydrology* ................ .TECHNICAL  DATA  12 

Ground  Y/ater  Investigations  (Y/ell  Drilling,  etc«)«YfATER  CONSERVATION  13 

Group  Action,  General* See  GROUP  ACTION 

For  Specific. .......See  APPROPRIATE 

PRIiiARY 

Group  Enterprises,  General. .See  GROUP  ACTION 

For  Specific .See  ilPPROPRIATE 

PRIMARY 


Group  Facilities  General® 
For  Specific , . . 


.See  GROUP  ACTION 
.See  APPROPRIATE 
PRIMARY 


Growth  Habits,  Plants . . . . PLANTING  MATERIALS  18 

Guides,  Land  Capability  Classification. .......... .SOIL  CONS.  SURVEYS  12 


-H- 


Handbooks  (and  Manuals) . .See  HANDBOOKS  (& 

MNUALS) 

Harmful  Insects,  Destruction  of  ® ® ....... . .BIOLOGY  15 

Harmful  Plants,  Eradication  of  . .BIOLOGY  llj. 

Harvest,  Marking  Trees  for  Farm  V/oodlands» ....... .FORESTRY  12 

Harvesting,  Planting  Materials s .PLANTING  MTERIAL3  l5 

Fish ............  BIOLOGY  13 

Hatch  Act,  (Political  Activity) .................. .PERSONNEL  25 

Hatcheries,  Commercial  Fish. .BIOLOGY  13 

Headquarters,  Field. .ORGANIZATION  12 

Health,  Employee* PERSONNEL  27 

Hearings,  (Control  file) .See  IiEARINGS 

Legislative  * .LEGISLATION  11 


Flood  Prevention. .......... ........ *Y/ATER  CONSERVATION  11 
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Heavy  Automotive  Usage  Plans 

Herbicides 

Higher  Crop  Yield  (ConSr  Benefits) 

Higher  Standards  of  Living  (Cons.  Benefits) 

Higlway  protection.  

Holidays,  Official, 

Hours  of  Duty 

Household  Goods,  Movement  of 

Humidity,  Data 

Hydrology  Data 


.EQUIPMENT  (MGT.) 
.BIOLOGY 
.CONS.  A.NALYSE3 
.CONS.  -ALULYSES 
.ENGINEERING 
,PERSOI'n\IEL 
.PERSONm 
.TRANSPORTATION 
.TECHNICAL  DATA 
.TECHNICAL  DATA 
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BIOLOGY 

11 

PERSONNEL 

17 

SPACE 

13 

PI^miMG  MTERI.^LS 

18 

PROffiRTY 

12 

ORGANIZATION 

13 

NURSERI 

11 

.dx'-AUE 

11 

x-  ArH  PLANNING 

11 

CONS.  ANALYSES 

11 

FORESTRY 

11 

FARM  PLANNING 

12 

Forestry 

13 

.REL.ATIOI]S 

12 

Identif ication.  Animals  genus  and 
Emolovee  Cards 


U.3.  Property 

Impending  Changes  in  Organization  Status,' 

other  agencies 

Improvement  of  Old  Nurseries.... 

Improvements  desired.  Alterations  of  Buildings. 

Income,  Farm  Records 

Income  Increase,  Conservation  Benefits 

Individual  Farm  Forest,  Case  Files  on., 

Individual  I'hrm  Plans  and  Samples  of  District 

Farm  Plans 

Individual  plantings,  'Windbreaks  

Industrial  Organizations,  SCS  Relationship  -with 

Information  and  Education See  1N1*'0RMATI0N  & 

EDUCATION 

Informational  Material  Issued  by  District  Super- 
visors or  State  Committee .See  DISTRICTS 

Injury  to  Employees. PERSONNEL 

Innoculations,  Seed...., PLANTING  IBITERIALS 

Insecticides. BIOLOGY 

Insects  and  Diseases BIOLOGY 

Insects,  Control  of BIOLOGY 

Destruction  of BIOLOGY 

Inspection  and  Malnt€nance EC]UIPT!EnT'  (MGT.) 

Inspection  Reports See  REPORT3*«- 

under  Applicable 
Primary 

Work  Group. MN AGEMENT  IMPROVE 

TENT 

Work  Unit, 
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15 

12 


Insurance,  Automobile. 
Insurance,  Personnel,. 
Inter-Agency  Exchange, 
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Inter-regional  Exchange^  Seed...... 

Intro  due  tions,  Plant 

Inventory^  Plant  and  Seed. 

Property. 

Publications. 

Investigation^  Drainage 

Employee 

Watershed. 

Investigations  to  Bid* 

In'v  oaces...... 

Irragatuon. .............a................... 


Case  F ale s... 

J ob  plans. .a. 

Practices 

Project  Proposals  (Pending)....... 

Structures. 

Surveys  o. 

Systems 

Itineraries,  Travel. 


...PLANTING 

MTERIAIS 

13 

MTERIALS 

18 

. . .PLANTING 

MTERIALS 

16 

15 

. . .PUBLICATIONS 

13 

& IRRIG. 

13 

21 

...WATER  CONSERVATION 

12 

11 

...FISCAL 

12 

...  See  DRAINAGE  & 

IRRIG » 

,. .DRAINAGE 

& IRRIG. 

11 

...DRAINAGE 

& IRRIG. 

11 

& IRRIG. 

11 

. . .DRAINAGE 

& IRRIG. 

12 

... DRAINAGE 

& IRRIG. 

11 

...DRAINAGE 

& IRRIG  s 

13 

& IRRIG. 

11 
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Job  Analysis. 

Job  Descriptions 

Job  Plans,  Construction.. 

(Drainage  & Irrigation) . . 
Job  Proposals,  Construction. ...... . 

Joint  Committee  Activities ......... 

Judging,  Contest. 

Jury  Duty .o...... ... a. 


OPERATIONS  12 

..PERSONNEL  Ik 

...a... ......  eENOII'lEERING  11 

DRAINAGE  &,  IRRIG a 11 

ENGIIiEERING  11 

. PRINTING  & BINDING  11 

IWOR  o & EDUCATION  12 

...PERSONNEL  I6 


-K- 


Key  Personnel  Changes. . a .See  OfiGANIZATION 

Killing  of  Harmi’ul  Plants BIOLOGY  ill 

Kinds  of  Fertilizer. See  FERTILIZER 

Kodachromes  (photography) .INFOR.  & EDUCATION  I8 


-L- 

Laboratories,  Soil....... ......LABORATORIES  11 

Water L ABORATORISS  12 

Land  Capability  Classification. .SOIL  CONS.  SURVEYS  12 

Maps . a .SOIL  CONS « SURVEYS  13 

Land,  Crop AGRONOMY  11 

(Nursery)  Physical  Plant. ............. .NURSERY  11 

Resource  Problem  Areas.. SOIL  CONS.  SURVEYS  11 

Studies,  Physical,  Needs......... CONS.  ANALYSES  12 
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Land,  Agreements,  Numbered. 

Unnumbered 

Easements 

Permits 

Grazing 

Y/ood  Cutting,  etc 

Sale  of  Timber.*. 

Laws,  Postal.. 

Loases 

Leaflets 

Le  a V e..«.«....0o..»..9o. ................ 

Ledger  Summaries. 

Legends,  Map,  etc*.... 

Land  Capability  Maps  for 

Legislation,  District 

Federal  and/or  State... 

Legislative  Hearings 

Legumes 

Library,  USUA* 

Books 

License  Plates. 

Liming 

List,  Availability,  Publications.. 

Lists,  (plant  Identification) 

Litigation,  (Control  File ) 

Livestock. 

Living  Standards,  Higher 

Loan,  Government  Equipment. 

Loan  of  Equipment  to  Districts 

Loss  of  Mail. 

Loss  of  Government  Property. 

Loyalty  Requirements,  Employee.... 


CONTRACTS 

AGREFIENTS 

CONTRACTS 

CONTRACTS 

CONTRACTS 

CONTRACTS 

. . . .CONTRACTS 

COMJilUNICATION 

. . . .CONTRACTS 
....See  PUBLICATIONS 

PERSONNEL 

FISCAL 

. . . .CARTOGRAPHY 
....SOIL  CONS.  SURVEYS 
. . . .DISTRICTS 
. . . .LEGISLATION 

LEGISLATION 

AGRONOMY 

INFORc  & EDUCATION 

...oINFOR.  & EDUCATION 

PROPERTY 

See  AGRONOMY 

....PUBLICATIONS 

PLANTING  MTERIALS 

See  LITIGATION 

. ...RANGE  (MGT.) 

CONS.  ANALYSIS 

PROPERTY 

....DISTRICTS 
^^-DISTRICTS 
. . . .COM-IUNICATIONS 

PROPERTY 

....  PERSONNEL 
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Mail .COICMUNICATIONS 

Delays c;0MUNICATI0NS 

Loss  of... COMMUNICATIONS 

Penalty  Indicia COMAUNICATIONS 

Postal  Laws COtIMUNICATIONS 

Reports .COllMJNICATIONS 

Theft  of COMMUNICATIONS 

Time  Studies,  Special........... COMfUNICATIONS 

Mailing  List,  Publications PUBLICATIONS 

Vendor , etc PROCUREMENT 

Maintenance,  Equipment BQUIPf.ENT  (MGT.) 

Records RECORDS  MANAGEMENT 


Maintenance,  Standards,  Construction .ENGINEERING 
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Management  Buildings, 

Management,  Equipment 

Farm  Forest 

Marsh 

Range 

Management  Improvement 

Man  Months 

Manuscripts 

Maps,  Base. 

Control. 

District. 

Distribution  of 

Land  Capability 

Production  of 

Mapping,  Boundaries 

Mapping  Factors,  Land  Capability. 

Market  Prices,  Forest  Products., 

Marketing,  Forest  Products 

Marking  Trees  for  Harvest® 

Marsh  Management 

Mats 

Meadows  and  Pastures 

Meetings  (in  Service) 

Authorization  to  Attend. ............... 

Chief  of  Operations 

Committee 


.SPACE 

.EQUIPIMT 

.FORESTRY 

.BIOLOGY 

.See  RANGE  (MGT.) 
.See  MNAGEISNT 
II.IPROVE^ENT 
.FISCAL 

.INFOR,  & EDUCATION 
.CARTOGRAPHY 
.CARTOGRAPHY 
.DISTRICTS 
•:hj-DISTRICTS 
.See  CARTOGRAPHY 
.SOIL  CONS.  SURVEYS 
.CARTOGRAPHY 
.CARTOGRAPHY 
.SOIL  CONS.  SURVEYS 
.FORESTRY 
.FORESTRY 
.FORESTRY 
.BIOLOGY 

.IMFORo  & EDUCATION 

.AGRONOMY 

.See  MEETINGS 

.AUTHORIZATION 

.I4EETINGS 

.SPECIFIC  SUBJECT 


Outside .See  SPECIFIC 

PRIMARY 

RECURRING  SUBJECT 
REPORTS 

State  Conservationists I'/EETINGS 

State  Staff  .MEETINGS 

State J,!EET1NGS 

Supervisors,  Includes  State  Advisory  & 

State  Association  District  Superv' s. . .DISTRICTS 
(Committee)  ^hi-diSTRICTS 

Memoranda See  MEMORANDA 

Distribution  and  Request...,. .MEMORANDA 

Numbered .MEJIORANDA 

Actual  Memoranda 
filed  in  Binders 
not  in  file  cabi- 


nets . 

Unnumbered. (Subjectively 

Filed  •) 

Memoranda  of  Understanding  (Not  District) AGREEMENTS 

District .DISTRICTS 

'JHfDISTRICTS 


1^ 

12 

11 

11 


13 

11 

12 

lU 

11 

20 

13 

12 

13 

13 

12 

12 

12 

11 

15 

lil 

lii 

11 

1"^- 


1-^ 

11 

13 

lii 

15 

20 

11 

12 


11 

lU 

20 
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Messengers .... ..o » 

Requirements. 
Routes. . . . . . . 

Schedules . . . . 

Meteorology  (Y/eather) . . 


c .COMiraiCATIONS 
. .COMMICATIONS 
..COMTOICATIONS 
..COMOTICATIONS 
..See  TECHNICAL  DATA 
(SPECIFIC  'SEC- 
ONDARY) 


Methods^  Eradication^  Harmful  Plant.s 

(Herbicides) .BIOLOGY 

Insects^  Destruction  (Insecticides) .« .BIOLOGY 

Record  Management... RECORDS  MANAGEMENT 

filicrofilming. RECORDS  MANAGEMENT 

Military  service.  Employee PERSO^JNEL 

Mimeographing See  PRINTING  and 

BINDING 

Minutes  of  Meeting  (Supervisors) DISTRICTS 

Minutes  of  Meetings. .See  I.ffiETINGS 

APPROPRIATE  SUB. 

f.Iimeograph. PRINTING  & BINDING 


Misconduct,  Employee. 


PERSONNEL 


Monographs,  Articles ....... 

Motion  Pictures 

Motor  Carrier  Act. 

Movement  of  Household  Goods 
Mulch,  Stubble ............. 

Multiiith 


INFOR.  & EDUCATION 
INFOR.  & EDUCATION 
TRANSPORTATION 
(OF  THINGS) 
TRMSPORTATION 
AGRONOL'IY 

PRI^JTING  & BINDING 


13 

13 

13 

13 


lU 

15 

12 

12 

23 


15 


12 

21 

11 

18 


13 

11 

16 

12 


-N- 


National  Economy,  Progress  made  (Past  and 

Future) CONS.  ANALYSES 

National  Reports  (office  of  the  Administrator) . .REPORTS 

Needs,  Conservation CONS.  ANALYSES 

Equipment , e tc  a PROPER!' Y 

Negatives,  Picture Il^IFOR.  & EDUCATION 

Neighborhood  Approach... .See  GROUP  ACTION 

News  Releases. .INI'DR,  & EDUCATION 

Notices  of  Changes,  Organizational  Status® ..... .ORGANIZATION 

Numbered  Agreements .CONTRACTS 

Numbered  forms.  Records  and  Reports .RECORDS  & REPORTS 

Numbered  Series IffiMORANDA 

Numerical  System,  Land  Capability  Classifi- 
cation. ......  .SOIL  CONS.  SURVEYS 

Nursery. See  ITURSERY 

Commercial  PLANTING  MTERIALS 

Development. .NURSERY 

Improvement  of NURSERY 

Special  Studies.  NURSERY 


11 

11 

12 

17 

18 

1^ 

13 

15 

1 

12 

12 

19 

11 

11 

11 
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Oath,  Authorization  to  Administer* 

Observational  Studies 

Observational  Tfork^  Farm  Forest. 

Office  Hours. 

Offices^  Establishment  and  Abandonment  of 

Oil 

Operations,  Cost  of  Equipment*. 

Operations  (Covers  also  project  Plans)... 

Operation  and  Repair* 

Opinions,  Solicitors 

Orchards 

Orders,  Active  Duty,  Employee  (Military). 

Executive 

Organization 

Bureau 

Charts  (Personnel)...., 

Departmental 

District 


Field  Headquarters * 

Other  A-gencies 

Plans  for, 

State 

Organizations,  Commercial. 

Ele  emo  s ^mary 

Industrial 

Outside 

RelugZLous ...................... 

Outlets,  Water.  

Outside  Relations  


AUTHORIZATION 

15 

PLANTING  MATERIALS 

17 

FORESTRY 

11 

PERSQNJIEL 

20 

ORGANIZATION 

12 

PROCUREICENT 

lit 

SQUIPlffiNT 

12 

See  OPERATIONS 

SHOP 

11 

OPINIONS 

lit 

AGRONClff 

13 

PERSOM'IEL 

23 

OPINIONS 

13 

See  ORGANIZATION 

ORGANIZATION 

11 

PERSONNEL 

It 

OxRGANIZATION 

11 

See  DISTRICTS 

GENERAL 

16 

SPECIFIC 

20 

ORGANIZATION 

12 

ORGANIZATION 

13 

See  ORGANIZATION 

ORGANIZATION 

12 

RELATIONS 

12 

RELATIONS 

12 

RELATIONS 

12 

RELATIONS 

12 

RELATIONS 

12 

ENGII^ERING 

13 

See  APPLICABLE 

PRlMAliY 


AGRONOMY 

2-J(- 

OPERATIONS 

2-x- 

BIOLOGY 

2-x- 

PERSONI'IEL 

2^- 

CARTOGRAPHY 

2-;;- 

PLMTING  L'lATERIALS 

ENGII^ERING 

2-5<- 

RANGE 

2* 

i’ARIi  PLANNING 

2-x- 

RESEARCH 

2-x- 

FORESTRY 

2-Jf 

SOIL  CONS,  SURVEYS 

2^(- 

INFORMATION  Sc  EDUCATION 

2-x- 

W4TER  CONSERVATION 

2'X- 

LEGISLATION 

Outside  Reports 

Outside  Work,  Emnloyees*. 

Overtime , Employee 

Ozalid  Prints 

2^- 

See  CMTOGR*A.PxHY 
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Packing,  Seeds  and  Plants , PLANTING  MATERIAL 

Palatability  Sheets  and  Tables RANGE 

Pamphlets See  PUBLICATIONS 

Passes,  Building SPACE 

Pastures  and  Meadows AGRONOIJTI 

Patents  (on  inventions) See  PATEITTS 

Payroll,  Employee FISCAL 

Payrolls,  Authorization  to  Approve... AUTHORIZATION 

Penalty  Indicia,  Use  of COMMUNICATIONS 

Petitions. RELATIONS 

Percolation,  Hydrology TECHNICAL  DATA 

Perf  ormance  Ratings PERSOITNEL 

Performance  Standards MANAGEJ^NT  IMPR. 

Per  Diem  (Allowance) TRAVEL 

Permeability,  Soil .TECHNICAL  DATA 

Permits, CONTRACTS 

Personal  Car,  Use  of TRAVEL 

Personnel. See  PERSONNEL 

Injury PER30N1^IEL 

Rating  of  (Efficiency) .PERSONNEL 

Retirement See  FERSONI'EL 


Pest  Control. BIOLOGY 

Photographs,  Aerial CARTOGRAPHY 

Photography  (Both  Still  and  Motion  Pictures) ... .INFOR.  &;  EDUCATION 

physical  Land  Studies CONS.  ANALYSES 

Planning,  Post  War See  POST  WAR 

PL/' WING 

plans See  APPROPRIATE 


PRUIARY 

Automotive  Usage  (Heavy) EQUIPMENT 

Building  (Construction) ENGlrEERING 

County  Land  Use... OPERATIONS 

Development FARLi  PLANNING, 

See  SPEClbUC  SUB. 

Education INFOR.  k EDUCATION 

Farm  (Sample) FARM  PLANNING 

Plans,  Farmer  “District DISTRICTS 

Job. DRAINAGE  k IRRIG. 

See  SPECIFIC  SUB. 

Project. See  OPERATIONS 

Reorganization See  ORGA^IIZATION 

(APPLICABLE 

SECONDARY) 

Plans  of  Operations MAI'IAGEJENT  IMIR. 

Plant  Disease. BIOLOGY 

Prevention BIOLOGY 

Remedies .BIOLOGY 


19 

13 

lii 

Ih 

12 

13 

12 

12 

12 

18 

lU 

15 
12 

16 
13 

27 

18 

16 

11 

18 

12 


12 

11 

16 

13 

13 

12 

20 

11 


Hi 

16 

16 

16 
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Plant  Identification  (Genus  and  Species)* 
Plant  Productione .» ® . 

Plants,  Inventory 

Plants,  Observational  Studies  e». ® ..... . 

Planting  Materials 


o a c •»  » » 


a • e » <»  0 • 


• 9 9 • 


9 9 0 9 9 0 


Shipment*  . 
planting,  Requiremen 
Planting  Stock, . . . , . 

Commercial 
SCS  Nursery, 

Plates,  License, 

Policy, . , . o , 

Folder  or  Appro- 
priate Secondary 

Pollution  Studies  and  Control 
Political  Activity. 

Post  War  Planning, 


99999009 


9 9 0 9 9 9 


909990999 


PLANTING 

MTERIALS 

18 

PLANTING 

MJITERIALS 

19 

PLMJTING 

MTERIALS 

16 

PL/INTING  MTERIALS 
See  PLANTING 

17 

MJVTERIAI5 

PLANTING 

MTERIALS 

19 

PLANTING 

MTERIALS 

21 

PLANTING 

MiATERIALS 

20 

PLANTING 

MATERIALS 

19 

PLANTING 

MTERIALS 

19 

PROPERTY 

16 

See  Primary  Gen* 

0999900999999090999999999900 

999909e090099a9®e90990009909 


d099999909999990«9«-  0999999 
• 99909099909a9a00999090»9090999 
9909090e099990099099a09«90»0099 

4'"!  \ 

90990909009 
99900999 


,^99999999999! 

09990909999999999 
00e90  9 90«999e0999«9 


09909990999009 
0 9 9 0 9 


PO  Xj^WS  9909090099909l»0009#9e«0999«90eee00099 

Posters  00099.09090000  oooooooooooaooooaooooaeoovs 

Posters  and  Range  Charts 
Potentials,  Water. 

Power  of  Attorney. 

Practices,  Agronomic  (Conservation) 

Conservation,  Biological....... 

Engineering 
Farm  Planning 
Precipitation. 

Preformation  Data  (District  Organization) ® . 

Preparation  of  Correspondence 

Preparation  of  Memoranda 
Preparation  of  Publication 
Preparation  of  Manuscripts 
^^ress,  Ne*ws  Releases,  ..o,..,.,.. 

Prevention  of  Plant  and  Animal  Diseases* . 
Price  Lists 6,0 
Printing  and  Binding . . , . » . 


9 9 9 9 0 


>99999999999 


9 9 9 9 


99990909999 


99909«999990999e09990999999»eoe9 


990990  90 


Private  Storage  of  Government^owned  Vehicle 
Authorization  to  Approve  use  of 
Prizes,  Contest.,... 

Problem  Areas 

00 e dure, .o.,,,.,,..,,,.,....,.,.. 


0d9999990990999 


009099909 


• 099 


9 9 9 9 O 9 • 


Processing,  Correspondence. 
Procurement 

Employee® , . 

Maps, 

SCS  2-1-51; 


990999900009009999 


• 0 0 9 0 


9 9 0 0 0 


ooooooeoooe 


Ooeooosooo 


• 9 9 9 


■TECHNICAL  DATA 

16 

■ PERSONNEL 

25 

■See  POST  WAR 

PLANWING 

.COMMICATIONS 

12 

■INFORo  & EDUCATION 

18 

■RANGE 

15 

■WATER  CONSERVATION 

13 

■AUTHORIZATION 

16 

■See  AGRONOMT 

■See  BIOLOGY 

■ENGINEERING 

13 

■See  FARM  PLANNING 

■TECHNICAL  DATA 

13 

■DISTRICTS 

16 

■ COMiiUNICATIONS 

11 

■ MEBAORANDA 

11 

■See  PUBLICATIONS 

■INFOR®  & EDUCATION 

11 

■ INFOR.  8c  EDUCATION 

1^ 

■BIOLOGY 

16 

■ PROCUREJffiNT 

11 

■See  PRINTING  & 

BINDING 

•AUTHORIZATION 

19 

INFOR  0 8c  EDUCATION 

12 

SOIL  CONS,  SURVEYS 

11 

•See  GENERAL  PRI- 

MARY FOLDER  or 

APPROPRIATE  SEC- 

ONDARY 

COMUNICATIONS 

11 

See  PROCUREIvEIVT' 

PERSONI^IEL 

19 

CARTOGRAPHY 

15 
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Production,  Maps 

Plants  and  Seed. 

Printed  Material 

Production  Data,  Plants  and  Seeds. 

Products,  Woodland 

Program,  Farm  Forest.... 

(Water  Conservation) « . . . 

Windbreaks . . . 

Program  and  Work  Plan,  District... 

Program  and  Work  Plan,  General. . . . 

Progress  Reports 

Project  Case  File..... 

Project  Documentation. 

' Basic  Data. 


Maps 

Methodology. 

Origin  and  Development 
Public  Relations ...... 


Publications 


Reports  and  Special  Studies 


Project  Plans. 

Project  Proposals... 

Promotion  and  Demotion. 

Propagation,  Seeds  and  Plants ....... 

^^roperty .....o... 

Accession. 

Accountability. 

Classification. ........... 

Construction. 

Disposition. 

Inventory. ................ 

Meeds  e............. ....... 

Property  Damage  and  Personal  Injury. 

Proposals,  Forms 

Organization. ............. 

Proposed  Use , Forms 

Prospective  Vendors 

Protection,  Highway. 

Protection  of  Woodlands... 


. .CARTOGRAPHY  12 

. .PL/uMTING  MTERIAI3  19 

..PRIMTING  Sc  BINDING  11 

..PL/.NTING  MATERIALS  19 

. .FORESTRY  12 

. .FORESTRY  11 

..WATER  CONSERVATION  12 

. .FORESTRY  13 

..DISTRICTS  17 

‘Ht-DISTRICTS  20 

..See  OPERATIONS 
. .liCPORTS  Hi 

. .RESE.\RCH  11 

..See  PROJECT 

DOCUMENTATION 
..PROJECT  DOCUIIENTA-  Ih 

TION 

..PROJECT  DOCUMENT A-  13 

TION 

..PROJECT  DOCUi^NT'A-  12 

TION 

..PROJECT  DOCUIffiNTA-  11 

TION 

..PROJECT  DOCUIiENTA-  17 

TION 

. .PROJECT  DOCUMENTA-  I6 

TION 

..PROJECT  DOCUMENTA-  l5 

TION 

..See  OPERATIONS 
..DRAINAGE  Sc  LIRIG.  11 

. . PERSONrJEL  26 

..PLANTING  L'IATERL\LS  I8 

..See  PROPERTY 
..PROPERTY  18 

..PROPERTY  11 

..PROPERTY  12 

..PROPERTY  13 

..PROPERTY  lU 

..PROPERTY  15 

..PROPERTY  17 

..See  ACCIDENTS 
. .FORJ^lS  11 

..See  ORGAi'^lZATION 
. .FORJ^-IS  11 

..PROCUREMENT  15 

..ENGINEERING  12 

..See  FORESTRY 
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DuDlr  0 a t^.ons  oeo^e^ooo***************** 

Avai3a  bllrt]^^*  e®*®ec»»®»ee»»» 

Dus  tnbuti  on « s)************** 

Inventory  of* ***** * * * * , 

J^ec^uest  for **oo*»*a »*  ***** 
Public  Buildings  Fast  Message  Service, 
Publuc  PelatjLons o***********  a********* 
Public  Utilities^  Contracts, ** ® * 
Purchase^  Contracts  * * ,. * **,,*, *.,**,  * * 
Purchase  Orders  and  Requisitions,,,,** 


9 O 


e ft 

ft  o 


*,*See  PUBLICATIONS 


.PUBLICATIONS 

11 

.PUBLICATIONS 

12 

.PUBLICATIONS 

13 

* PUBLICATIONS 

Ik 

®COI«NICATIONS 

15 

©See  REGULATIONS 

.CO.^JTRACTS 

17 

.CONTRACTS 

18 

.PROCURElffilNT 

16 

“Q- 


Quadrangle  Sheets  (Quad*  Sheets) ,CARTOORAPHI  l6 
Quaul s«a*****o,*9***a***9****s»ea**»os99**3, ,««•*, BIOLOltI  11 
Qualifications^  Employee , PERSONDffiL  19 
Quality  of  Food  Available^  * , * ® * *RANCE  (MGT  * ) 13 
Quota  tuons  e*,*,**,***,,*,******,,*,**,,,**,***,**  sCOiNlTRACTS  11 


=-R~ 


Radio  and  Television 
Scripts 
Radio 5 Short  Wave 

Regula  tions , * * * 


9ftafid09»99eoaftOfteftft90<»9ftftftftftft& 
ftftft0ft»O9ft6ftftOftOO«ftOOft99»ac>9»a9ftOft 
990ftftft9ftftftftft0ftea9eftftftfta0ftftftftft09ftft 

e9*9ftft9ftftft9ft 


099999990 


INFORo  & EDUCATION 
INFORo  & EDUCATION 
COMlUNICATIONS 
COmiUNICATIONS 


Request  for  Assignment  of  Wave  Lengths, ,COM\£JNICATIONS 
Type  and/or  Specif ica tions* *COMMUNICATIONS 
Rainfall , TECHNICAL  DATA 
Range  Carrying  Canacity , *RANGE  (MANAGEMENT ) 
Charts  and  Posters o**,,,,*,*,,,**,*,.,, «RANGE  (MNAGElffiNT) 

Gra^ung  a****®,®,********®*******,®**,,®  * RANGE‘S 

(Management)  ® . * , * • See  RANGE  (MGT  * ) 

"Woodland  (Farm  Forestry) ,,***,,*  ® * , ® , FORESTRY 
Rates^  Calculation  of  Accomplishments , , , * * * * , * * * . *OPERATIONS 
Rates^  Conversion  of  to  Goals, ® ® ,,o ^OPERATIONS 
Rates^  Determination  of  Desired, o,****,**, o OPERATIONS 
Rating  of  Personnel ® *,****,,*,, ® * ® o,®  * PERSONNEL 
Receipt  of  Stock  from  Commercial  Fish  Hatcheries, , BIOLOGY 
Receipts  (Collections) s,**,,®***®,®©,,*®****®,®**  *FISCAL 

Property, *,,*,* ,, * * , ® ® ,..,*,*.,.***,* , PROPERTY 
Salary  Checks ,*,.*«*,** .*****  ® ..,.o  * * * * .FISCAL 
Recommendations  (Organization) * . ® , , ® , , * ® * , , * . , * , * ,See  ORGANIZATION 
Reconnaissance  Surveys ^ Drainage ® ,**.., ® * , , DRAINAGE  & IRRIG, 
Soil ®*ooas®,o. a »*9o®*»,®®.o*.**®». *.,**, SOIL  CONS o SURVEYS 
Records,  Accession® , ® ® , ® ,,,,*,*.*.  * * *,.,.,,*  * ©RECORDS  MNAGEliENT 
Archival, ,, * * ® * ® , * ® .*.*.«,**,*«..**, * .RECORDS  MANAGEUffiNT 
Disposition, , ® . ® , ® * ® . , * * ® . . , , * ® * . . , * * , , .RECORDS  MANAGEMENT 
F arm,  s*,,,**,*,,,*,,*,***®,®*,,*®**,**,  sT  ARM  PLANNING 
Filing  Systems , ® ® ® ® ® ,, ® * .RECORDS  MNAGEMENT 

Maintenance  * , * « ® ,, ® *,.**,,,****,,,,*  ® * , .RECORDS  MNAGEMEOT 
Management® ® ® . ®See  RECORDS  MANAGE- 

MJENT 


16 

16 

Ih 

Ih 

IN 

lit 

13 

Ik 

15 


11 

12 

12 

12 

18 

13 

11 

11 

15 

13 

Ik 

11 

13 

13 

11 

12 

12 
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Microfilming 

Security  and  Safekeeping  of 

Transfer  from  Other  Agencies..... 

Transfer  to  Archives, 

Transfer  to  Other  Agencies 

Records  and  Reports 

Recruitment 

Reduction  in  Force^  of  Employees 

Ref ore station a 

Refuges  Game 

Registration  of  New  Plants 

Regulations,  Efficiency  Ratings 

Personnel 

Printing  and  Binding 

Radio  Shortwave, 

scs  — 

USDA 

Reimbursable  Items,  Sale  of  Maps, 

Reinstatement,  Employee 

Relations,  Churches 

Civic  Organizations 

Clubs 

Colleges. 

Commendations 

Commercial  Organizations,.. 

Complaints  and  Criticisms 

Congressional 

Contest. 

Demonstrations  or  Field  Days 

Fairs 

Farme  rs ’ Opinions 

Foreign, 

Industrial  Organizations 

Meetings  Outside  Organizations... 

Other  USDA  Agencies 

Outside  

(Public) 

Schools 

State  Agencies 

Religious  Groups 

Tours 


Remedies  for  Plant  Diseases.... 

Reorganization 

Repair, 

Reports  ( Primary) 

(Recurring  Secondary) 

SCS  2-1-5U 


.RECORDS  MAMGEMEI'IT  12 

.RECORDS  MNAGEMENT  12 

.RECORDS  MANAGELENT  11 

.RECORDS  MANAGELENT  13 

.RECORDS  MANAGEMENT  I4 

.See  RECORDS  8c  REPORTS 


PERSOIRIEL  19 

PERSONNEL  19 

. , . .FOliESTRY  11 

BIOLOGY  11 

PLANTING  MATERIAL  I8 

PERSOIPIEL  18 

See  PERSONNEL 

(-APPROPRIATE  SECONDARY) 

PRINTING  & BIIDING  11 

C0ID.IUNICATI01B  Ih 

REGULATIONS  13 

REGULATIONS  12 

etc.CARTOGR.APHY  l5 

....  person;  JEL  19 

. . . .-RELATIONS  12 

. . . .RELATIONS  12 

....RELATIONS  12 

RELATIONS  12 

RELATIONS  11 

RELATIONS  12 

. . . .RELATIONS  11 

. . . .RELATIONS  13 

. ...RELATIONS  12 

RELATIONS  12 

RELATIONS  12 

....RELATIONS  11 

RELATIONS  IR 

RELATIONS  12 

. . . .REL-ATIONS  l2 

RELATIONS  12 

APPLICABLE  PRIMARY 

See  RELATIONS 

(PUBLIC) 

RELATIONS  12 

RELATIONS  12 

RELATIONS  12 

RELATIONS  12 

General  Outside 
Relations  Appli- 
cable Primary 

....BIOLOGY  16 

....See  ORGANIZATION 

EQUIPI'-ENT  (MGT.)  12 

See  REPORTS 

...,See  APPLICABLE 
PRIMARY 
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ACCIDENT,  CLABO  & DMilGES 

NURSERY 

ADMINISTRATIVE  SERVICES 

B^ 

OPERATIONS 

AGRONOIE 

ORGANIZATIOH 

ASSISTANCE 

B^ 

PATENTS 

BIOLOGY 

B{- 

PERSONNEL 

CARTOGRAPHY 

B(- 

PLANTING  MATERIALS 

COIWNICATIONS 

B'r 

PROCUREMENT 

CONSERVATION  ANALYSIS 

B> 

PROPERTY 

CONTRACTS 

1-51- 

PUBLICATIONS 

DISTRICTS 

1^ 

RAi'IGE  IIANAGEMENT 

DRAINAGE  & IRRIGATION 

I-}?- 

RECORDS  MLANAGEliENT 

ENGINEERING 

Brr 

RECORDS  & xREPORTS 

EQUIPMENT  MANAGEMENT 

Bc- 

RELATIONS 

FARM  PLANNING 

B(- 

RESEARCH 

FORESTRY 

l^f 

SHOP 

FORME 

Bx- 

SOIL  CONS.  SURVEYS 

GROUP  ACTION 

1-K- 

SPACE 

IIEORMATION  & EDUCATION 

Bf 

TECHNICAL  DATA 

LABORATORIES 

1^- 

TRANSPOxRTATION 

LEGISLATION 

1-x- 

WATER  COMISERVATION 

MNAGEMENT  IMPROVEMENT 

Bf 

MEMORANDA 

Bf 

Report;,  Annual,  State  or  National. .REPORTS 

Availability PLANTING  IvlATERIALS 

District  Conservationist. REPORTS 

Extension  Conservationist. - REPORTS 

Inspection. See  REPORTS^ 

under  APPLICABLE 
PRIMARY 

Monthly  (General) ...................... .REPORTS 

SPECII^IC  SUBJECT 

State  and  National. .................... .REPORTS 

Special,  R&R. RECORDS  d:  REPORTS 

State  Conservationist. .REPORTS 

TrUp«  aoe..eii>.e..  J.  RANili  J I 

USDA  Yearbook. .......................... REPORTS 

Requests,  Aerial  Photos CARTOGRAPHY 

Approval  of  New  Forms. - . .FORH/B 

Cartographic  Material, .CARTOGRAPHY 

Duplicating. PRINTING  & BINDING 

For  Assistance  Outside  District  Bounds. ® ASSISTANCE 

Publications, PUBLICATIONS 

Memoranda  for .ICEMORANDA 

Short  Wave  Frequencies. .COIMINI CATIONS 

Travel TRAVEL 

Use  of  Personal  Car. TRAVEL 

Requirements,  Estimated, .PROCUREIvENT 

planting. PLANTING  MATERIALS 

Requisitions  and  Purchase  Orders ................... PROCUREMENT 

Requisition,  Seed  and  Planting  Stock... PLANTING  MATERIALS 


1^- 

1-J{- 

Ir: 
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Requisitions  and  Supplies  (Docket  File) 

Research, 

Projects 

Special  Surveys 

Work  Plans 

Reseeding. 

Reservoir  Data 

Reservoirs,  Water  Storage.. 

Resolutions,  District 

Resolutions,  Outside  Organizations, . . . . 

Revegetation 

Reviews,  Board,  Efficiency  Rating 

Revision,  Forms 

Right-of-ways. 

Rights,  Reemployment,  Military 

Rodent  Control, 

Rotation,  Crop 

Routes,  Messengers. 

Routing,  Correspondence 

Routing,  Freight  or  Express 

Routing,  Memoranda 

Rules,  Preparation  of  Contest.. 

R'onoff  (Technical  Data) 


PROCUREMENT  17 

See  RESEARCH 
RESEARCH  11 

RESEARCH  11 

RESEARCH  11 

AGRONOIAY  15 

TECHNICAL  DATA  12 

TECHNICAL  DATA  l6 

DRAINAGE  & IliRIG,  11 
DISTRICTS  18 

>.s<-D1STR1CTS  20 

RELATIONS  12 

AGRONOMY  15 

PERSONNEL  l8 

FORMS  11 

CONTRACTS  12 

PERSONNEL  23 

BIOLOGY  11 

AGRONOMY  11 

EOmSNICATIONS  13 

COMI.IUNICATIONS  11 

TRAISPORTATION  11 

,L1EI.10RANDA  11 

,INFOR,  8c  EDUCATION  12 
.TECffiLICAL  DATA  12 
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Saf ety  and  Health 

Salary,  Checks  General 

Final  Payment  Reports 

Sale,  Aerial  Photos 

M.'Iaps 

Surplus  Property 

Timber 

Sale  Contracts 

Sample  Farm  Plans, 

Sample  F orms 

Sanitation,  Construction 

Savings  Bonds,  Authorization  to  Distribute...,. 

Deduc  tions 

Scarification,  Seed 

Schedule  of  Assistance,  District, 

Schedule  of  Disbursements 

Schedule  of  Operations 


PERSONNEL 

FISCAL 

PROPERTY 

CARTOGRAPHIC 

CARTOGR.IPHY 

PROPERTY 

l-’ORESTRY 

CONTRACTS 

FARM  PLANS 

F0RM.IS 

ENGINEERING 

.AUTHORIZATION 

FISCAL 

PLAMITING  MIATERIALS 
DISTRICTS 
^‘Hi-DISTRICTS 
FISCAL 

See  OPERATIONS 
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Schools  RELATIONS  12 

Training  Employee .PERSONNEL  29 

Scripts,  Radio  and  Television., INFOR.  & EDUCATION  l6 
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Security,  Records 
Se  dime  nt a ti on 
Seed- o o 
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Cost  of 
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Snow  Storms 
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Soil  Analysis 
Soil  Decline, , , , , 

Soil  Maps. 
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visory Committee  Meetings, 
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.RECORDS  MANAGEMENT  12 
.TECHNICAL  DATA  l6 
.See  PLANTING 
MATERIALS 

.PLANTING  MATERIALS  19 
.PLANTING  MTERIALS  ll; 
.PLANTING  MTERIALS  15 
.PLANTING  MA'TERIALS  19 
.PLANTING  MATERIALS  13 
.PLANTING  MTERIALS  lU 
.See  PLANTING 
MTERIALS 

APPROPRIATE  SECONDARY 
.PLANTING  MTERIAIS  15’ 
.PLANTING  MTERIALS  l8 
.PLANTING  MTERIALS  li; 
.PLANTING  MATERIALS  16 
.PLANTING  MATERIALS  19 
.PLANTING  MTERIALS  12 
.PLANTING  MATERIAIS  20 
.PLANTING  MTERIALS  21 
.PLANTING  MTERIALS  lU 
.PROPERTY  111 

.PLANTING  MTKKIALS  ih 
.PROPERTY  Ik 

.AGRONOMY  l5 

.PERSONNEL  19 

.PROCaREMENT  Ik 

.PERSONNEL  23 

.see  APPLICABLE 
PRUVARl 

.PLANTING  MTERIALS  19 
.TRANSPORTATION 

(OF  THINGS)  Ik 

,See  SHOP  (REPAIR) 

, G omUNIC  ATTONS  Ik 

.SPACE  13 

.SOIL  CONSo  SURVEYS  12 
.TECHNICAL  DATA  13 

.INTORa  & EDUCATION  l8 
.TECHNICAL  DATA  13 
.FISCAL  12 

.CONSo  ANALYSES  11 
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TECHNICAL  DATA  12 

LABORATORIES  11 
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SCS  Forms FCEVE> 

SCS  Regulations REGULATIONS 

Soil  Conservation  Surveys See  SOIL  CONS, 

SURVEYS 

Solicitor  Opinions OPINIONS 

Sources  of  Supply  (Plants  and  Seed) See  PLANTING 

MATERIALS 

Space See  SPACE 

Request  for SPACE 

Special  Reports,. .RECORDS  AND  REPORTS 

Special  Studies,  Bureau  of  Budget See  APPLICABLE 

PRIMARY 

Planning. NURSEHI 

Range .RANGE 

Special  Time  Studies,  Mail COMMUNICATIONS 

Species  Used,  i?‘ish  Ponds..... BIOLOGY 

Species,  Wild  Animal BIOLOGY 

Specifications PROCUREI.ENT 

Development  of EQUIPMENT 

Speeches INFOH.  & EDUCATION 

Preparation  of INFOR.  (Sc  EDUCATION 

Staff,  State MEETINGS 

Stamps,  Audit  of FISCAL 

Standard  Forms,  Types FORMS 

Standards,  Maintenance,  Construction ...ENGINEERING 

Technical  (Guides) OPERATIONS 

See  APPROPRIATE 
PRIMARY 

Standards  of  Performance PERSONNEL 

State  Administrative  Assistants MEETINGS 

State  Appropriation  for  SCD  Program FISCAL 

State  Conservationists !.Q£ETINGS 

Reports REPORTS 

State  Legislation. LEGISLATION 

State  Meetings MEETINGS 

State  Organization,  SCS ORGANIZATION 

Stock  Accession,  Nursery PLANTING  MATERIALS 

Stock  from  Commercial  Fish  Hatcheries BIOLOGY 

Stock,  Seeds  and  Planting,  Request  for..... PLANT  BIG  MATERIALS 

Stocking  of  Fish  Ponds.. BIOLOGY 

Storage,  Government-ovmed  Vehicles,  Authority 

to  Approve  use  of  Private AUTHORIZATION 

Live CONTRACTS 

Strip  Crops AGRONOMY 

Structures,  Conservation  Damage  by  Rodents. .... .BIOLOGY 

Irrigation DRAINAGE  &i  IRRIG. 

Stubble  Mulch AGRONOLIY 

Studies,  Special,  Planning  to  Develop NURSERY 

Subscription,  SCS  Magazine PUBLICATIONS 

Subsurface  Tillage AGRONOMY 

Suggestions,  Employee MANAGEMENT  BIPR. 
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Flood  Prevention 
Land  Capability, 
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Theft®  Mail 
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.RANGE  (MAxNAGEA/jENT)  I6 
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.RESEARCH  11 
.FORESTRY  12 
.''VATER  CONSEliVATION  12 
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.SOIL  CONS®  SURWS  13 
.RECORDS  MANAGEMENT  12 


.RANGE  13 

.PROCUREMENT  13 

.TRAVEL  16 

.FISCAL  12 

9 BIOLOGY  11 

oEQUlPMENT  11 

.See  TECHNICAL  DATA 
.OPERATIONS  11 

oSee  CARTOGRAPHY 
APPLICABLE  SECONDARY 
.FAliM  PLANNIxNG  13 

.PLANTING  MTERIilLS  I3 
.See  INFORMATION  & 
EDUCATION 

.COMvIUNICATIONS  1^ 

.COMMUNICATIONS  I6 

. CQMWNIC  ATIONS  15 

.INF OR.  & EDUCATION  I6 
.ENGINEERING  13 

.See  FERTILIZER 
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Theory,  Farm  Planning. .FARM  PLANNING 

Tick  Shots PERSONNEL 

Tillage,  Crop AGRONOMY 

Timber,  Sale  of FORESTRY 

Surveys, FORESTRY 

Timekeeping. FISCAL 

Time  Scheduling. OPERATIONS 

Time  Studies,  Mail.  COMMUNICATIONS 

Time  Tables. TRAVEL 

Time  Table  for  Conservation CONS.  ANALYSES 

Toll  Calls... COIMMUNTCATIONS 

Topography, See  CARTOGRAPflY 

Training PERSONNEL 

Transfer,  Employee PERSONNEL 

Government  Property PROPERTY 

■ Household  Goods See  TRANSPOitTATlON 

Offices ORGANIZATION 

Records  to  Other  Agencies RECORDS  MANAGEMENT 

Transportation  Cost,  Rates,  etc TRAl'ISPORTATION 

Transportation  (Of  Things) ISee  TRANSPORTATION 

Travel See  TRAVEL 

Authorization  to  Approve  and  Direct. . .AUTHORIZATION 

Itineraries TRAVEL 

Requests TRAVEL 

Schedule  s TRAVEL 

Trip  Reports TRAVEL 

Tree  Planting  (Not  Shelterbelt) See  FORESTRY 

Tree  Planting  Program  (Shelterbelt) FORESTRY 

Tree  Thinning. See  FORESTRY 

Trip  Reports.  See  REPORTS* 

Under  Applicable 
Primary 

Trips  and  Itineraries TRAVEL 

Turpentine  (Products) See  FORESTRY 

Turpentining FORESTRY 
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Unnumbered  Contracts CONTRACTS  I8 

Unused  Tickets. .TRAVEL  li; 

Up-Stream  Erosion  Control WATER  CONSERVATION  11 

Usage,  Plans,  Automotive .EQUIPMNT  12 

Use  of  Agreements, CONTRACTS  I6 

Use  of  Authorization. .AUTHORIZATION  11 

Use  of  Envelopes,,..,,.. COMMUNICATIONS  12 

Use  of  Penalty  Indicia. COLIMUNICATIONS  12 

USDA  Coordinated  Program  - 7* See  Applicable  Primary 
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USDA  Forms,  Sample . . c c . » « . * « » « c c o « o . . * . o . « « o . . « .FORMS 


USDA  Yearbook. 
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vate  Storage  of  Gar  ernment=ownedo . c . « . . . . . . . . .AUTHORIZATION 

Vehicles,  Assignment  or  Maintenance© 

Vendor,  Mail  List 
Visitors,  tc  Field. . 

Visual  Aids 

Vouchers,  Authorization  to  Approve® 

Vouchers,  Payment 
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We  t Land  a.ooooooooeoooo.ooo.oooooo.ooo.ooo 

Wheeler*^°Case  (Case  File) ©o.eooooooooooooeo 
^Tidespread  Application. aoooosooooooo.ooooo 

Wild  Animals  eeoooooo.o.oooooo.o.oooooooo.o 


OOOOOOOOOOOOOOOOOOOOOOO 
lOOOOOOOOOOOOOOO 

oooooooooooo 
oooeooooooooooo 
©eoooooooooo 

OOGOOOOOOOOO 
LOOOGOOOOOOOOO 
ooooooo  oooooooooooooo 
o o o o o o o 
ooooooooooeoooooo 
>00600000000000 


0 0 0 
o O 0 
o o o 
o o ® 
0 0 0 
o o o 
o o o 
o O 0 

O O 0 
o o o 
o o o 
o o o 
o o o 
o o o 
o o o 
0 o o 
o o o o 
o o o O 
e o o o 


o o o 
o o o 


o .FISCAL  12 

..See  APPROPRIATE 
PRIMARY 

o .RECORDS  MANAGEMENT  13 

WATER  CONSERVATION  13 

..LABORATORIES  12 

.©See  WATER  CONS. 

© ©WATER  CONSERVATION  13 

..WATER  CONSERVATION  13 

.©WATER  CONSERVATION  13 

..WATER  CONSERVATION  13 

..WATER  CONSERVATION  13 

..DRAINAGE  & IRRIG©  11 

©.ENGINEERING  ll^ 

©.TECHNICAL  DATA  12 

..WATER  CONSERVATION  11 

..WATER  CONSERVATION  12 

..WATER  CONSERVATION  1$ 

. ©AGRONOMY  1? 

..COMMUNICATIONS  Ik 

..AGRONOMY  11 

o .AGRONOMY  lU 

..BIOLOGY  16 

.©SOIL  CONS.  SURVEYS  12 

..See  WHEELER  CASE 
©.OPERATIONS  13 

.©BIOLOGY  11 
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Classification  of BIOLOGY  11 

Genus  of BIOLOGY  11 

Habits BIOLOGY  11 

Identification  of BIOLOGY  11 

Range  of BIOLOGY  11 

Spe  c ie  BIOLOGY  11 

Wildlif  e BIOLOGY  11 

Borders BIOLOGY  11 

Windbreaks  (Shelterbelt) HOHESTKY  13 

V/ind  Erosion See  WTND  EROSION 

Wood  Preserving FOItESTRY  12 

VToodland,  Farm. FORESTRY  11 

Woodland  Protection FORESTRY  11 

Y^ork  Analysis  (Soil  Surveys) SOIL  CONS.  SURVEYS  II4. 

7fork  Improvement  System MANAGEllENT  IJtlPR.  lU 

Workload  Analysis OPERATIONS  12 

Work,  Outside,  Employee* PERSONNEL  2k 

Yfork  Plans  (Within  District  Boundaries) DISTRICTS  1? 

^-«-DISTRICTS  20 

Flood  Control WATER  CONSKRVATION  11 

General See  OPERATIONS 

Research  Project. RESEARCH  11 

Surveys SURVEYS  Ik 

Work  Shops IW0R.&  EDUCATION  13 

Writing  of  News  Releases II\!F0R.  Sc  EDUCATION  15 

-Y- 

Yearbook,  USDA REPORTS  12 

Yield,  Crop. AGRONOMY  11 
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(U)  The  Management  of  Records o To  provide  a continuity  of  records, 

correspondence  and  related  documents  siiall  be  arranged  within  subject 
folders  in  chronological  order  so  that  the  communication  which  bears 
the  latest  date  shall  be  filed  toward  the  front  of  the  folder,  except 
in  those  cases  where  documents  are  arranged  in  numerical  order,  in 
which  case  the  document  bearing  the  highest  number  shall  be  filed  to» 
ward  the  front  of  the  folder®  Communications  when  withdrawn  from  a 
folder,  upon  return  shall  be  replaced  in  the  proper  date  or  numerical 
order® 

(a)  Records  Classificationo  Records  which  are  received 
should  be  classified  according  to  one  of  the  primary 
subjective  designations  in  the  filing  outline®  The 
main  subject  of  a document  (i®e®,  a letter,  memorandum, 
etc®)  will  determine  the  primary  subject  to  be  used  and 
the  specific  aspect  of  the  main  subject  will  determine 
the  secondary®  The  determination  of  the  tertiary  is 
made  in  a similar  fashion®  Any  minor  subjects  which 
are  mentioned  in  the  document,  provided  they  possess 
some  degree  of  importance,  should  be  identified  in  the 
filing  system  by  cross-reference  to  appropriate  primaries 
and/or  secondaries® 

After  the  classiTication  has  been  determined,  it  should 
be  indicated  on  the  document  by  vrriting  it  on  the  upper 
right  corner  of  the  first  page®  The  primary  subject  m?iy 
be  written  out  or  the  abbreviation  usedj  the  secondary 
and  tertiary  subjects  should  be  identified  by  the  numerals 
assigned  to  them  providing  a secondary  or  tertiary  subject 
file  has  been  set  up®  For  example,  a letter  about  the 
disposition  of  useless  documents  in  the  Washington  or 
State  Office  would  be  classified; 

RECORDS  MANAGEMENT  13“1  or 

REC  MGT  13-1 

In  an  Area  office  or  Siitaj.ler  field  location,  where  no  sub- 
division of  the  primary  subjects  into  secondary  subjects 
has  been  made,  it  would  be  classified  as  this; 

RECORDS  MANAGEMENT  or 

REC  MGT 

Or  a letter  about  storage  service  for  automobiles  (general) 
would  be  classified 

CONTRACTS  13  or 

CONTR  13  or 

CONTRACTS  (without  the  number) 
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In  many  instances  it  Ydll  be  desirable  to  file  a document  by 
location  (or  name,  number,  area,  date,  etc®)  after  it  has 
been  subjectively  classified.  In  the  automobile  storage 
service  for  example,  suppose  the  location  is  important  and 
is  used  “ It  would  be  classified  like  this; 

CONTRACTS  13  Y/ashington 

In  instances  where  well  designated  case  or  document  files 
are  established  back  of  a secondary  or  tertiary,  it  Yfill 
usually  be  unnecessary  to  specify  their  name,  number,  etc., 
for  example,  a cooperative  agreement  with  the  University 
of  California  could  be  classified; 


AGREELE^ITS  11  or 
AGREEMENTS 

And  the  title  on  the  folder  vfould  permit  it  to  be  filed  in 
the  proper  alphabetical  sequence.  Likewise,  vouchers,  con- 
tracts, personnel  folders  and  the  like,  viould  not  require 
the  writing  out  of  the  name  or  number  provided  of  course  it 
is  clearly  indicated  on  the  folder. 


(b)  Cross-Referencing.  All  correspondence,  documents,  or  data 
pertaining  to  more  than  one  subject  and/or  case  folder  shall 
be  appropriately  cross-referenced,  form  AD-170  shall  be  used 
for  preparation  of  cross-references.  The  form  is  available 
in  single  or  multiple-copy  sets,  upon  request  to  the  National 
Office.  Cross-reference  sheets  shall  be  prepared  in  the  follow- 
ing manners 

DATE;  The  date,  in  numerals,  as  7/l/50,  on 
which  the  correspondence  was  written. 

(Date  of  the  letter). 

INDEX;  All  subjects,  or  case  folder,  cross- 
references  indicated  by  the  subject 
content  of  the  document  itself.  (These 
references  are  usually  indicated  on  the 
document  in  classifying). 

TO;  The  name,  or  the  title,  of  the  individual 
to  whom  the  document  is  addressed  or 
routed® 


FROM;  The  name  of  the  writer. 

SUMMARY;  A brief  statement  of  the  contents  of 
the  letter,  in  sufficient  detail  to 
permit  its  identification. 
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FILED;  The  alphabetical  (subject)  designation  under 
which  the  letter  is  filedc 

INDEXER g Initials  or  name  of  the  clerk  who  prepares 
the  cross-reference  sheet® 

REMARKS g Information  as  to  enclosures  (or  any  date) 
■regarding  the  record  which  will  assist  in 
its  ic3entif ication  or  that  is  not  pertinent 
to  other  captions  on  the  form® 

The  cross-reference  form  shall  then  be  filed  under  the  subject 
(or  subjects)  to  which  the  document  was  cross-referenced® 

(c)  Continuity  filing  (Bring  Forward  System)®  This  procedure 
involves  the  filing  together  of  all  letters^  memoranda ^ 
docunents^  etc®^  -wdiich  result  from  communication  between 

two  or  more  offices  on  a single  subject  or  case®  All  corres- 
pondence  and  other  papers  should  be  brought  forward  in  the 
files  and  attached  to  the  latest  record  in  the  series®  In 
a sense  this  creates  a minor  case  file  within  the  subject 
group  and  provides  the  reader  with  complete  information  at 
any  time  the  file  is  produced® 

(d)  Precedent  Filing®  These  files  are  established  to  provide 
quick  and  easy  reference  to  records  which  are  considered  as 
having  set  precedents  in  policy^  procedure^  or  operations® 

Such  files  should  be  maintained  outside  of  the  regular  subject- 
ive system  and  records  so  filed  should  be  properly  cross- 
referenced  to  the  subjective  series®  Used  with  discretion^ 
this  system  provides  both  the  user  and  the  records  personnel 
with  valuable  management  tools;  the  inclusion  of  relatively 
unimportant  material  reduces  the  value  of  the  file® 

Control  Index  System  for  Precedent  Files o This  consists  of 
maintaining  a card^  extra  copy^  or  cross-reference  sheet 
file,  appropriately  arranged,  which  will  indicate  the 
location  of  the  actual  record  in  the  file  series®  This  type 
of  control  may  be  used  in  lieu  of  the  precedent  file  or 
documents  and  papers® 

The  use  of  the  precedent  file  and  the  control  index  is 
optional® 

(e)  Guides®  The  one-third  cut,  angle-tab,  pressboard  should  be 
used®  First  position  guides  are  for  primary  subjects, 
secondaries  on  second  position  and  tertiaries  on  third  posi- 
tion® While  distinctive  colors  may  be  used  (if  available) 
for  the  various  positions,  they  should  be  used  with  discre- 
tion® 
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Folders:  In  current  active  files,  the  one-third  cut  jute 

folders  are  recommended.  In  removing  inactive  (but  not 
eligible  for  disposal)  records  from  the  current  files,  the 
material  will  be  transferred  to  one-third  cut  manila  folders 
and  labeled.  The  iDermanent  jute  folders  can  be  used  again 
merely  by  retyping  inserts.  In  general,  the  use  of  acco 
(or  acco  tjrpe)  fasteners  is  not  desirable  except  in  special- 
ized case  files  which  are  to  be  retained  for  extended  periods 
of  time.  Case  files  should  be  retained  in  the  jute  folders 
for  the  life  of  a particular  case  and  may  be  in  your  current 
files  over  a period  of  years o 

Iffhere  the  volume  of  correspondence  and  records  is  small,  the 
use  of  guides  is  not  recommended.  In  these  instances,  your 
jute  folders  will  serve  as  guides.  Surplus  guides  and  folders 
should  be  reported  to  the  National  Office, 

Material  should  be  arranged  within  the  folder  in  chronological 
order,  the  latest  date  on  top. 

File  designations  should  be  v/ritten,  typed,  or  stamped  in  full, 
preferably  in  caps. 

(f)  Charge-Out  and  ■b’ollow-ups.  No  loan  of  records  from  the  files 
should  be  made  until  an  appropriate  charge-out  is  prepared  and 
inserted.  Generally,  a form  should  be  used  v/hich  (l)  protrudes 
slightly  above  the  material  in  the  folder  and  (2)  which  provides 
for  more  than  one  charge-out  entry.  Records  on  loan  should  be 
accompanied  by  a notice  of  the  loan  time  limit  and  of  the  place 
to  which  they  should  be  returned.  Normally,  twenty  to  thirty 
days  is  considered  a reasonable  loan  limit.  A tickler,  follow- 
up, or  periodic  review  system  should  be  developed  for  the  pur- 
pose of  insuring  the  return  of  all  loans. 

(g)  The  Repair  and  Mending  of  Records.  Valuable  documents  should 
not  be  mended  vd.th  cellulose  tape.  This  is  particularly  true 
of  maps.  The  National  Archives  has  advised  that  the  use  of 
such  tape  will  in  time  darken  the  record  to  the  point  where  it 
cannot  be  read.  They  recommend  the  use  of  either  transparent 
or  opaque  linen  tape  for  mending.  There  is  no  objection  to 
using  the  cellulose  tape  for  the  mending  and  repair  of  records 
which  ultimately  will  be  disposed  of  as  useless  documents. 

(h)  Case  Files.  A file  which  contains  all  correspondence  relative 
to  a specific  subject  or  document  is  kno^vn  as  a case  file  and 
will  remain  intact  for  the  life  of  the  transaction.  This  material 
will  remain-  in  your  active  files  until  the  transaction  is  closed. 
Individual  folders  will  be  used  in  case  files  on  certain  types  of 
documents  as  personnel,  invitations  to  bid,  cooperative  agreements, 
drainage  agreements,  etco  On  others  such  as  requisitions,  pur- 
chase orders,  etc.,  the  correspondences  vfill  be  stapled  to  the 
reverse  side  of  the  documents  with  the  latest  date  to  the  front. 
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Individual  folders  yjIII  not  be  used  for  separate  cases  in  this 
instance. 

(i)  Header  File  o Y/here  desirable  an  extra  copy  of  all  outgoing 
correspondence  may  be  prepared  and  filed  by  date®  This  pro- 
vides a medium  through  which  correspondence  and  dociJinents 
filed  by  subject  matter  may  be  located  when  the  available 
source  of  identification  is  the  date  of  the  letter®  The 
reader  file  should  be  retained  in  the  classifier’s  desk  for 
ready  reference.  A note  should  be  made  on  the  reader  file 
as  to  the  exact  location  of  an  entire  file  on  a particular 
subject®  for  example,  if  the  entire  file  is  retained  with- 
in a division  in  the  State  Office,  the  subject  designation 
i/vlll  be  made  on  the  reader  copy,  if  the  material  is  foiwrarded 
to  a Central  file  of or  filing  or  to  another  division  a note 
on  the  reader  copy  may  prevent  hours  of  searching  at  a later 
date.  The  use  of  a reader  file  is  optional®  In  order  to 
eliminate  any  confusion  beti/veen  the  official  subject  file 
copy,  pink  paper  will  not  be  used  for  the  reader  file  copy. 

812  PROCESSING  AND  CONTROL  OF  INCOMING  AND  OUTGOING  CORRESPONDENCE 

The  control  of  correspondence  is  the  maintenance  of  a record  on  in- 
coming and  outgoing  correspondence  which  reflects  its  origin,  iden- 
tification of  the  writer,  destination,  date,  routing,  action  taken, 
and  the  location  of  the  official  file  copy.  This  record  permits 
the  location  of  correspondence  at  any  time  after  it  is  received,  in- 
sures its  ultimate  safekeeping,  and  provides  a cross  reference 
medium  to  the  material  as  it  is  physically  located  in  the  files® 

The  control  of  all  correspondence  is  not  only  unnecessary  but  un- 
desirable. A large  percentage  of  correspondence  loses  its  admin- 
istrative significance  in  a relatively  short  time.  The  control  of 
such  material  is  not  worthwhile..  In  general,  this  t"^W)e  of  corres- 
pondence includes  such  administrative  material  as  procurement,  con- 
tracts, claims,  space,  property,  accounting,  auditing,  most  budgetary 
material,  psrsonnel  activities,  records  management,  leave,  pay, 
efficiency  ratings,  purchase  of  land,  routine  or  regularly  required 
form  reports,  accident  reports,  equipment,  travel,  and  the  like. 

Much  of  this  material  is  case  filed  and  will  normally  flow  in  well 
defined  channels,  governed  by  established  procedures®  From  both 
administrative  and  archival  viewpoints,  it  possesses  little  or  no 
enduring  value® 

812.1  INGOMNG  CORRESPONDENCE  AT  NATIONAL  AND  STATE  LEVEL 

(1)  Sorting  Incoming  Mail.  With  a few  exceptions,  the  incoming 
mail  should  be  opened  and  attachments  checked.  The  exceptions 
are  Personal,  Confidential,  Personal  Attention,  Collection 
Official  and  Sealed  Bids® 
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(a)  personalo  This  correspondence  is  assumed  to  be 

rJiil  v/hich  is  not  of  an  ol'l’icial  nature.  All  mail 
addressed  to  an  individual  in  care  of  the  Soil  Conser- 
vation Service  will  be  handled  as  personal  mail  and 
vrill  not  be  openedr  Correspondence  addressed  to  an 
individual  using  the  address  of  the  Soil  Conservation 
Service  will  be  handled  as  d'ficial  mail  and  will  be 
opened^  If  it  is  found  upon  being  opened  tnat  the 
mail  is  personal,  it  will  be  inserted  in  the  receiving 
envelope  and  forwarded  to  the  addressee*  Since  it  is 
often  difficult  to  distinguish  between  prsonal  and 
official  mail  before  it  is  opened,  the  practice  of 
foiwrarding  personal  mail  through  official  channels  of 
the  Soil  Conservation  Service  is  to  be  discouraged* 

(b)  Confidential o Correspondence  marked  "CONFIDENTIAL” 
indicates  that  the  correspondence  is  of  a strictly 
confidential  nature  and  vrill  not  be  opened  by  anyone 
except  the  addresseeo 

(c)  Personal  Attention*  This  correspondence  does  not 
mean  that  the  contents  are  confidential  but  that  the 
writer  desires  it  to  be  sent  direct  to  the  person 
addressed^  This  correspondence  will  be  forwarded 
direct  to  the  addressee  without  being  opened, 

(d)  Collection  Official  - National  and  State  Office. 
Correspondence  addressed  "PERSONAL  ATTENTION  - STATE 
COLLECTION  OFFICIAL"  will  be  forwarded  direct  to  that 
official  without  being  opened^ 

In  the  National  Office,  collections  will  be  forwarded 
to  the  Budget  & Finance  Division  without  being  opened, 

(e)  Sealed  Bids  - National  and  State  Levels  Formal  bids 
received  in  sealed  envelopes  in  the  Records  and 
Communications  Unit  will  be  time-stamped  and  forwarded 

to  the  Procurement  Management  Branch  without  being  opened. 
At  the  State  level,  the  envelope  mil  be  time -stamped 
and  forwarded  to  the  individual  selected  to  handle  bids, 
ViThere  a formal  bid  is  not  identii'ied,  and  opened  by  mis- 
take, the  envelope  should  be  re sealed,  time-stamped  and 
forwarded  to  individual  selected  to  receive  bids  at  the 
National  or  State  levels 

812*2  SEGREGATION  OF  INCOICLNG  CORRESPONDENCE  AT  NATIONAL  LEVEL 

When  the  correspondence  marked  PERSONAL,  CONFIDENTIAL,  PERSONAL 
ATTENTION,  COLLECTION  OFFICIAL,  and  sealed  bids  have  been  removed, 
the  remaining  material  is  opened,  time-stamped  and  segregated  into 
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two  groups  that  which  is  to  be  controlled  and  that  which  is  not  to 
be  controlled® 

(1)  Controlled  Correspondence®  This  consists  of  material 
addressed  and  routed  to  the  Administrator  and  the  Deputy 
Administrator®  This  control  is  maintained  through  the  use 
of  the  Correspondence  Control  Slip^  AD=172^  which  is  a 
five»>part  3x5”  inter^leaved  carbon^  snap=out  form®  This 
form  is  separated  into  its  component  parts  after  prepara«= 
tion  and  four  (k)  copies  are  attached  to  the  correspondence! 
the  other  copy  (black  original)  will  be  retained  by  the 
Records  & Communications  Unit® 

(2)  Correspondence  Control  Slips®  In  the  upper  left  space  is 
typed  the  name  of  the  writer  and  the  sending  office® 

Immediately  below  will  be  typed  the  date  of  the  letter  and 
in  the  spaces  marked  ”RFRD”  and  ’’DATE”  will  be  typed  the 
name  of  the  person  ''.o  whom  the  correspondence  is  referred 
and  the  date  the  letter  is  received®  In  the  space  below 
will  be  typed  a digest  of  the  letter®  In  the  lower  right 
corner  of  the  slip  are  spaces  and  appropriate  legends  which 
should  indicate  the  action  taken  on  the  incoming  correspond^- 
ence®  In  recording  telegrams  on  code  slips^  the  entire 
message  will  be  typed  in  capital  letters® 

(3)  Uncontrolled  Correspondence®  This  consists  of  corres- 
pondence which  is  addressed  and  routed  directly  to  the 
Divisions  or  Offices  listed  belowi 

ADMINISTRATIVE  SERVICES  DIVISION 
ASST®  ADMINISTRATOR  FOR  FIELD  SERVICES 
BUDGET  & FINANCE  DIVISION 
CARTOGRAPHY  DIVISION 
ENGINEERING  DIVISION 
FIELD  REPRESENTATIVES 
INFORMATION  DIVISION 
PERSONNEL  MANAGEMENT  DIVISION 

812  ®3  ACTION  ON  CODED  CORRESPONDENCE 

Upon  receipt  of  coded  correspondence  in  the  office  of  the  Administrator 
cr  Deputy  Administrator^  the  secretary  wall  remove  the  top  code  slip 
for  filing  in  the  Administrator's  office  after  indicating  to  whom  the 
correspondence  has  been  referred  and  the  date® 

(1)  Correspondence  Acted  on  in  Administrator's  Office 

(a)  When  correspondence  is  answered  in  the  Administrator's 
Office^  the  secretary  will  note  on  code  slip  the 
initials  of  dictator  and  the  date  and  by  whom  reply  is 
signed^  fetain  one  copy  of  code  slip^  and  return  the 


PLANI^ING  DIVISION 
PLANT  TECHI'JOLOGY  DIVISION 
SOIL  CLASSIFICATION  AND 
CORRELATION 

SOIL  SURVEY  INTERPRETATION 
SOIL  SURVEY  INVESTIGATIONS 
SOIL  SUilVSY  OPERATIONS 
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red  code  slip  to  the  Records  and  Conmiunications  Unit  with 
incoming  correspondence  and  pink  copy  of  reply  for  filing. 

(b)  When  it  is  determined  that  no  reply  is  needed,  the  secretary 
will  mark  code  slip  accordingly,  showing  date  correspondence 
is  sent  to  file;  remove  top  code  slip  for  filing  in  Office 
of  Administrator;  and  return  the  red  code  slip  to  the  Records 
and  Communications  Unit  with  the  correspondence.  (Remaining 
code  slips  may  be  destroyed. ) 

(2)  Coded  Correspondence  Referred  to  Other  Offices 

The  secretary  in  each  office  to  which  the  correspondence  is  re- 
ferred may  remove  for  the  records  of  that  office  the  next  copy 

of  the  code  slip  after  indicating  additional  referral. 

(a)  When  reply  is  prepared  for  the  signature  of  the  Adminis- 
trator or  the  Deputy  Administrator  and  is  signed,  the 
pink  copy  and  incoming  correspondence  yrill  be  returned 
to  the  dictator's  office  for  filing.  The  red  code  slip 
will  be  detached  in  the  office  of  the  Administrator  and 
returned  to  the  Records  and  Communications  Unit  with 
proper  notations  for  permanent  filing. 

(b)  When  reply  is  prepared  and  signed  by  someone  other  than 
the  Administrator-  or  Deputy  Administrator,  the  proper 
notations  should  be  made  on  the  red  code  slip  in  the  Office 
filing  the  correspondence  and  should  then  be  returned  to 
the  Records  and  Communications  Unit. 

(c)  When  it  is  determined  that  no  reply  is  necessary,  the 
secretary  filing  the  correspondence  should  return  the  red 
code  slip  to  the  Records  and  Communications  Unit,  indicat- 
ing that  no  answer  was  made. 
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The  procedure  set  forth  under  P=>r*afi:raphs  8l2,2  and  812 ^>3  may  be  used  at 
the  State  level  if  there  is  sufficient  volume  to  set  up  a control  system 
for  the  State  Conservationist  and  his  Assistants  or  any  other  members 
of  his  Staff® 

812.5  CONTROL  OF  OUTGOING  CORRESPONDEICE  AT  NATIONAL  MD  STATE  LEVEL 

Outgoing  mail  should  be  inspected  to  insure  that  it  is  signed^  datedj 
enclosures  attached^  and  addressed  correctly.  File  copies  and  previous 
correspondence  are  detached.  The  reader  file  copy^  the  use  of  which  is 
optional  as  stated  in  Paragraph  8ll.l  (i)  is  utilized  as  a cross-refer- 
ence to  the  subject  files,  Y/here  used  for  this  purpose^  the  subjective 
classification  of  the  letter  is  indicated  in  the  upper  right-hand  corner 
Reader  files  are  maintained  alphabetically  by  name  of  addressee* 

812*6  CONTROL  OF  CONFIDENTIAL  MIL  AT  NATIONAL  AND  STATE  LEVELS 

Correspondence  marked  "COWIDENTIAL”  and  addressed  to  the  Administrator 
or  Deputy  Administrator ^ Y\rill  be  opened  only  by  the  addressee  or  by 
one  whom  he  may  designate.  This  mail  will  not  be  coded*  After  a 
letter  is  no  longer  conl'idential^  it  may  be  returned  to  the  individual 
responsible  for  coding*  Mail  Yfhich  remains  conf'idential  may  be  filed 
in  the  Records  Management  & Communications  Brsnch  or  may  be  retained 
by  the  addressee  or  by  the  Division  designated  as  a case  file,.  The 
same  procedure  will  apply  at  the  State  levels  for  confidential  mail 
addressed  to  the  State  Conservationists  or  members  of  their  staff! 
Outgoing  confidential  mail  yo.11  be  handled  in  the  same  manner.  Confi- 
dential mail  should  be  held  to  that  YYhich  is  truly  confidential. 

812.7  ALPHABETIC.AL  FILING  OF  BULLETINS  AND  PUBLICATIONS 

One  copy  of  all  bulletins^  leaflets  and  publications  Yfhich  are  retained 
for  reference  purposes  should  be  filed  alphabetically  by  subject  con- 
tent, broken  doiYn  into  primary  headings  with  secondary  or  tertiary  head- 
ings within  the  primary  subject  if  desired,-,  The  material  Yfill  not  be 
filed  in  with  the  correspondence,  although  the  correspondence  file  out- 
line (8llcl)  shall  be  followed.  This  material  should  be  placed  in 
pamphlet  boxes  and  filed  in  upright  closed  or  open  type  bookcases  (Yfhich- 
ever  are  available)  or  placed  on  temporary  shelving.  The  inexpensive 
metal  open  type  bookcases  may  be  obtained  from  Federal  Prisons*  Transfer 
cases  may  also  be  utilized  Yfhenever  the  above  facilities  are  not  avail- 
able. 

(1)  Classification  of  Bulletins  and  Publications  for  Filing. 

This  material  yyIII  be  classified  in  the  upper  right-hand  corner 
according  to  the  file  outline  (8ll«l),  thus  insuring  its  re- 
turn to  the  proper  file  when  borrowed*  Pamphlet  boxes  Yfill 
be  labeled  by  subject  content  as  AGRONOMT,  FORESTRY,  RANGE, 
etc.,  or  YYhere  material  is  filed  in  transfer  cases  the  subjects 
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Till  be  divided  by  one=third  cut  angle  tab  pressboard  guides. 

(2)  deference  Index < For  easy  reference  to  the  bulletins  and 

publications,  a loose  leaf  ’’Reference  Material  Index”  will  be 
developed  by  subject  matter®  This  will  show  at  a glance  the 
material  on  a particular  subjects  Individual  index  sheets 
(see  Exhibit  #1  following  this  page)  will  be  labeled  for  each 
primary  subject  appearing  in  the  Subject^N^imeric  file  outline-* 

As  material  is  classified  according  to  the  subject  matter,  the 

. index  sheet  is  filled  out*  All  publications  pertaining  to 
more  than  one  subject  shall  be  appropriately  cross-referenced 
on  the  reference  material  index » This  system  of  indexing  is 
entirely  flexible  as  one  primary  subject  may  have  as  many  sheets 
as  necessary  following  in  chronological  crderr  The  index 
sheets  are  filed  in  a ring  binder  easily  removable  for  additions* 
Where  numbered  bulletins,  circulars  or  leaflets  are  filed 
numerically,  they  should  be  listed  by  subject  in  the  reference 
index®  The  reference  index  should  be  kept  near  the  reference 
material  for  use  by  personnel  interested  in  securing  publica- 
tions»  The  classification  column  shown  on  the  attached  exhibit 
will  only  be  used  when  the  primary  subjects  have  been  sub-divided 
into  secondary  and  tertiary  subjects o 

Where  material  is  filed  in  transfer  cases,  first  position  guides 
will  be  labeled  for  primary  subjects,  second  position  guides 
for  secondary  subjects  and  third  position  guides  for  tertiary 
subjects*  Volume  and  complexity  are  again  the  determining  fac- 
tors for  either  the  use  of  primary  subjects  or  the  sub-division 
of  a primary  subject*  Guides  or  pampiik  t boxes  are  to  be  p:*e“ 
pared  only  as  needed® 

(3)  Stocking  Bulletins  for  Distributiono  Extra  copies  of  bulletins, 
leaflets  and  publications  which  are  stocked  for  distribution 
should  be  kept  together  and  placed  on  shelves  in  store  rooms 
where  facilities  are  available®  One  copy  will  be  retained  in 
the  subject  reference  file®  Surplus  stock  should  be  reported 

to  the  National  Office® 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
SOIL  CONSERVATION  SERVICE 
VfASHINGTON  25^  D.  C. 


March  195U 


STATE  CONSERVATIONISTS 

TERRITORIAL  CONSERVATIONISTS 

OFFICIALS  IN  CHARGE,  INTERIM  REGIONAL  OFFICES 

FIELD  CARTOGRAPHIC  OFFICES 


The  attached  revision  of  the  Records  Management  and  Communications 
Handbook  of  the  Administrative  Services  Division  pertains  to  Disposal 
Schedules  prescribed  for  use  in  the  management  of  Soil  Conservation 
Service  records « 

Included  in  this  Section  is  a "Combination  File  Outline  and  Disposi- 
tion Schedule"  designed  for  use  at  Area  and  Work  Units,  822«.l  (11) 

102  through  120®  Extra  copies  of  this  Schedule  are  available  in  the 
Washington  Office  for  distribution  to  the  State  Offices* 

The  third  and  final  Section  of  the  Records  Management  Handbook  will 
be  released  in  the  near  future®  It  will  consist  of  Disposition  Schedule 
Indexes,  Penalty  Mail,  Statistical  Summary  of  Records  Holdings, 
Communications,  etc* 
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813  PIETIREMENT  OF  INACTIVE  RECORDS 

Records  will  not  be  retired  at  the  end  of  each  fiscal  yearo  Age  and 
volume  will  govern  the  retirement  of  records  to  the  depository a 

(^)  Age;  Provided  volume  is  not  excessive,  records  should 
be  maintained  in  the  active  files  for  periods  generally  not 
to  exceed  five  years o 

(2)  Volume;  Provided  activity  is  not  too  great,  records 
which  accumulate  rapidly  should  be  retired  at  such  times  as 
they  present  a storage  problem  in  the  active  files » All 
records  should  be  screened  prior  to  retirement  from  the 
active  files®  No  records,  which  at  the  time  of  retirement 
are  eligible  for  disposal,  should  be  placed  in  the  depository® 
Records  which  ultimately  are  disposable  may  be  placed  in  the 
depository  if  they  present  a space  problem  in  the  active 
files© 

The  using  of  the  principle  of  continuity  filing  in  conjunction  ivith 
the  discontinuance  of  annual  retirement  will  in  most  cases  prevent 
active  records  from  being  transferred  to  the  depository  or  destroyed© 

Records  retirement  from  the  active  files  shoxiLd  be  a current  func= 
tion«  As  material  is  placed  in  the  files  the  folders  should  be 
inspected  and  appropriate  material  removed  and  marked  for  the  de= 
pository©  At  least  once  a year,  aH  active  records  should  be  re- 
viewed to  insure  the  removal  of  old  material©  New  folders  for 
the  active  files  should  not  be  p:*epared  unless  the  old  folders  are 
no  longer  serviceable  or  new  designations  have  been  created® 

820  RECORDS  DISPOSITION 

With  the  passage  of  time,  the  records  of  an  organization  lose  their 
importance  so  far  as  current  operations  are  concerned©  Some  of  these 
records  are  of  such  transitory  value  as  to  warrant  their  early  dis- 
posal|  others  possess  values  which  justify  their  preservation  on 
historical,  technical,  or  administrative  grounds * In  the  latter 
instance,  ^’administrative”  is  used  in  the  broad  sense  as  reflect- 
ing basic  organization,  program  development,  state  and  national 
legislation,  summarized  budget  and  cost  reports,  etc©  There  is  a 
third  category  of  records  which,  although  not  possessing  permanent 
value  in  the  historical  sense,  has  sufficient*  administrative  or 
legal  value  as  to  make  retention  for  an  extended  period  of  time 
highly  desirable,  and  in  some  cases  imperative©  Examples  of  this 
latter  type  of  record  are  salary  record  cards,  personnel  case 
histories,  voucher  record  cards,  retirement  cards,  and  the  like© 

(1)  Definitiont  Disposition  of  records  has  to  do  with  the 
segregation  of  valuable  and  non-valuable  inactive  recordsj 
their  maintenance,  protection,  and  servicing,  during  the  period 
of  time  that  they  have  a positive  reference  value  to  the  organi- 
zation! and  their  physical  divorcement  from  the  organization's 
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record  collectiono  There  are  three  techniques  by  which  this 
physical  separation  may  be  effected?  transfer  to  the  National 
Archives,  disposal  as  useless  documents,  and  microfilming© 

(2)  Archival  Records©  It  is  in^ossible  to  lay  down  exact  recom- 
mendations for  the  determination  of  archival  value o Studies  are 
in  progress  which  will  permit  the  listing  of  most  of  the  subjec- 
tive categories  having  such  value  <>  Administrative  material  such 
as  is  not  controlled  under  correspondence  control  procedures  is 
not  considered  as  having  more  than  temporary  value©  Technical 
records  when  they  reflect,  for  example,  the  reason  for  a study  or 
survey,  its  course,  data  summarization,  conclusions  - either  nega- 
tive or  positive  - and,  possibly  results  of  the  application  of 
principles  derived,  are  definitely  archival  material©  Economic 
surveys  of  selected  areas,  certain  aspects  of  land  utilization 
and  land  management,  the  evolution,  development,  and  achievements 
of  Soil  Conservation  Districts,  etc.,  are  archival  material© 

(3)  List  of  Archival  Records©  Records  which  reflect  how  we 
developed  our  objectives,  programs,  and  changes  therein,  tech- 
nical operations  (but  not  detailed  data  thereon),  research  pro- 
grams, their  development  and  conclusions,  results  achieved  from 
the  application  of  principles,  general  achievements  and  technical 
summaries  thereof,  public  relations  (but  not  including  detailed 
information  such  as  the  development  of  radio  script,  the  rough 
drafts  and  manuscripts  of  routine  publications,  the  procedure 
for  the  preparation  of  posters,  motion  pictures,  etc©)  are  of  an 
archival  nature.  They  possess  historical  value  from  an  organiza- 
tional point  of  view|  they  constitute  a source  of  reference  for 
governmental  agencies,  and  they  provide  the  public  information 
on  how  and  why  funds  were  spent;  the  results  of  such  spending, 
and  the  economic  and  social  benefits  derived  therefrom© 

821  ©1  PROCEUUHE  fUK  THE  AGGESSION  Ul*’  RECORDS  THE  NATIONAL  ARCHIVES 

(1)  Examination  of  Records  by  State  Administrative  Officer© 

The  records  contemplated  for  eventual  traisfer  to  the  National 
Archives  are  examined  by  the  State  Administrative  Officer  to 
determine  their  eligibility  for  transfer,  their  inclusive  dates, 
volume,  file  arrangement,  and  general  significance©  Recommenda- 
tion for  transfer  is  submitted  to  the  Chief,  Records  Management 
and  Communications  Branch©  This  recommendation  should  include 
the  information  mentioned  above  and  should  be  accompanied  by  a 
file  index  or  classification  manual  for  the  records© 

(2)  National  Approval©  Upon  approval  in  Washington  of  the  re- 
quest for  transfer,  the  recommendation  will  be  retumed  to  the 
State  Administrative  Officer©  Upon  receipt  of  notification  of 
approval,  the  State  Administrative  Officer  should  arrange  with 
the  Deputy  Regional  Director  for  Records  Management  in  the  General 
Services  Administration  for  their  transfer  to  the  appropriate 
Federal  Records  Center  as  set  forth  in  Paragraph  8U2  of  this  Hand- 
book© The  recommendation  for  accession  should  accong^any  the 
records  and  a copy  of  the  Shelf  List  should  be  furnished  the 
Records  Management  Branch,  Washington,  D©  C©  Records  so  shipped 
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should  be  identified  by  job  number  and  must  be  accompanied 
by  an  index  or  usable  file  manual®  The  Washington  office 
should  be  notified  when  the  records  are  shipped® 

(3)  When  Request  Disapprovedo  If  the  request  for  transfer 
is  disapproved^  the  State  Administrative  Officer  will  be  so 
notified.  Action  will  then  be  initiated  to  place  the  records 
in  line  for  disposal  as  useless  documents. 

821.2  LOAN  OF  RECORDS  BY  THE  NATIONAL  ARCHIVES 

(1)  How  Requests  are  Made®  Requests  for  records  located  in 
the  National  Archives  should  be  directed  to  the  Chief,  Records 
Management  and  Communications  Branch®  They  are  usually  shipped 
within  f orty»eight  (U8)  hours  of  the  receipt  of  the  request. 

The  loan  period  is  for  ninety  (90)  days  and  is  renewable. 

Records  of  other  agencies  which  are  in  the  National  Archives 
may  likewise  be  requested®  Usually  in  these  cases,  as  a 
matter  of  courtesy,  the  National  Archives  clears  the  request 
with  the  appropriate  agency. 

821.3  USE  CF  NATIONAL  ARCHIVES  FACILITIES  AT  NATIONAL  LEVEL 

Individuals  are  privileged  to  use  these  facilities,  which  include 
room  space,  desks,  and  typewriters,  in  addition  to  desk  delivery 
of  the  records  desired.  Various  catalogues  and  indexes  are  avail“> 
able  for  locating  records. 

821. ii  AUTHORIZATION  TO  APPLY  DISPOSITION  SCHEDULE 


(1)  Supervision.  In  each  location  where  records  are  located, 
the  disposition  of  records  will  be  carried  out  under  the 
supervision  of  the  responsible  SCS  employee  listed  belowg 


National  Office  = 
State  Office  - 
Area  Office 

Work  Unit  - 


Records  Officer 
State  Administrative  Officer 
Area  Conservationist  or  State  Admin- 
istrative Officer 

Area  Conservationist  or  State  Admin- 
istrative Officer 


(2)  Responsibility  of  Officer  Applying  Disposition  Schedule » 
His  responsibility  is  to  see  that  only  those  records  which 
are  specifically  authorized  for  disposal  and  no  others,  are 
destroyed.  They  may  be  disposed  of  by  sale  after  appropriate 
advertising  cr  they  may  be  destroyed.  Confidential  corres- 
pondence or  records  shall  be  burned.  It  is  also  his  responsi- 
bility to  arrange  for  proper  organization  and  retention  of 
the  remaining  records  which  are  not  authorized  for  disposal. 
Any  problems  or  questions  regarding  the  disposition  of  records 
shall  be  directed  to  the  National  Office  cr  State  Office. 
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822  DISPOSAL  OF  USELESS  DOCUMENTS 

Records  -which  have  outlived  their  usefiilness  and  do  not  possess 
archival  value  are  considered  as  useless  documentso  Congress  and 
the  Na-tional  Archives  have  established  certain  procedures  to  follow 
in  order  to  dispose  of  such  records®  In  the  Soil  Conservation 
Service,  a records  disposal  schedule  has  been  developed  for  this 
purpose©  This  schedule  lists  -the  recurring  records  which  possess 
no  permanent  value  and  assigns  to  each  record  the  time  period  dur- 
ing -which  it  must  be  retained®  Prior  to  use,  schedules  must  be 
approved  by  the  National  Archives  and  Congress© 

822el  SOIL  CONSERVATION  SERVICE  RECORDS  DISPOSAL  SCHEDULE  - NATIONAL  AND 
STATE  LEVEL 

The  following  schedule  for  the  disposal  of  useless  documents  has  been 
approved  by  National  Archives  and  Congress  and  is  for  use  at  the 
National  or  State  level  unless  otherwise  specif ieds 

(1)  Record  Copy®  The  record  copy,  which  is  defined  for 
almost  all  of  the  records  itemized,  is  the  official  file 
copy  - See  8U  (a)©  In  some  cases  a duplica-be  record  copy 
has  been  established  in  order  to  pro-vlde  for  the  retention 
of  certain  selected  records  for  periods  longer  than  are 
normally  prescribed  for  non-record  ma-terial©  In  a few  in- 
stances, the  record  copy  is  not  defined^  in  these  cases  "the 
retention  period  applies  -bo  all  copies  of  the  record©  Ex- 
cept for  these  latter  cases  all  copies  other  than  the  record 
or  duplicate  record  copies  are  considered  to  be  non-record 
material©  It  is  not  intended  to  imply  that  non-record 
material  does  not  have  useful  or  irapor-bant  functions;  rather 
the  distinction  is  made  in  order  (1)  to  facilita-be  records 
disposal  and  (2)  -bo  permit  the  -bransfer  of  valuable  records 
to  the  National  Archives  with  a minimum  amount  of  duplica- 
tion© 

(2)  Authorization  for  Record  Copy©  Authorization  for  the 
establishment  of  a record  copy,  non-record  copy,  or  duplicate 
record  copy  is  con-bained  in  the  following  statement  which 
appears  in  the  preface  to  the  disposal  schedule  as  approved 
by  Congress;  •’Determination  as  to  character  and  class  of 
records  for  disposal  purposes  shall  be  made  by  Records 
Officials  in  coopera-tion  with  appropriate  administrative 
officials©” 

(3)  Non-record  Copies.  Non-record  copies  (covered  in  Item 
1 of  the  schedule)  are  to  be  disposed  of  one  fiscal  year 
after  the  fiscal  year  in  which  they  are  created;  however,  they 
may  be  disposed  of  at  -the  discretion  of  the  Records  Officer 

at  any  time  prior  to  this.  As  a mat-ber  of  general  policy,  it 
is  sugges"bed,  unless  there  is  specific  disposal  authorization 
to  the  contrary,  that  they  be  held  at  least  for  the  duration 
of  the  fiscal  year  in  which  they  are  created©  The  retention 
period  for  this  tj/pe  of  record  may  be  ex-bended  beyond  the  time 
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period  mentioned,  provided  that  a written  justification 
is  submitted  to  and  approved  by  the  State  Administrative 
Officer,  and  that  in  no  case  may  the  extension  exceed 
the  retention  period  prescribed  for  the  record  copyo 

(U)  Extension  of  Retention  Periodo  The  retention 
period  of  a record  copy  may  likewise  be  extended  beyond 
the  scheduled  time,  provided  that  permanent  retention  of 
any  document  scheduled  for  disposal  may  not  be  authorized 
Yrithout  the  prior  approval  of  the  Records  Management  Branch 
in  Washington® 

(5)  Disposal  of  General  Processed  Material®  Printed 
and  published  material  is  considered  as  library  records 
and  is  not  covered  by  this  schedule o Rough  drafts,  notes, 
work  sheets  and  the  like,  generally  are  not  mentioned® 

They  are  considered  as  possessing  no  record  value  and 
should  be  disposed  of  as  soon  as  they  have  served  their 
purpose o Disposal  authority  in  this  schedule  includes, 
in  addition  to  the  specific  records  listed,  all  related 
correspondence,  data,  aryi^hrms  (revised,  new  or  obsolete 
and  forms  serving  the  same  or  related  purpose)  o 

(6)  Mimeographed  Memoranda®  These  instructions  may  be 
segregated  from  the  correspondence  and  filed  separately 
in  ring  binders  in  date  order  with  the  latest  date  on  top 
and  cross-referenced  to  subject  matter,  or  they  may  be 
classified  by  subject  matter  and  filed  in  your  Subject- 
Numeric  file®  This  material  should  be  disposed  of  immedi- 
ately after  it  has  served  its  purpose®  In  many  instances, 
it  should  never  even  go  to  files  and  may  be  disposed  of 
immediately  after  being  read®  It  is  assumed  that  appropri- 
ate record  copies  will  be  maintained  for  processed  material 
originated  by  the  Soil  Conservation  Service® 

(7)  Transmittals®  Where  the  transmittal  letters,  memo- 
randa, forms,  etc®,  serve  only  as  a transmittal  function, 
they  may  be  disposed  of  inmiediately®  If  they  represent  a 
detailed  and  critical  comment  on,  or  analysis  of,  the 
material  transmitted  they  will  be  retained  until  the  material 
transmitted  is  authorized  for  disposal® 

(8)  General  Services  Admini  strait  on  Schedules  1 - l6® 

In  addition  to  the  basic  schedule  for  Soil  Conservation 
Service,  General  Records  Schedules  Nos®  1 through  16  may 
be  used  by  all  agencies  in  the  Department  of  Agriculture® 

These  schedules  supersede  and  cancel  all  other  record 
schedules  issued  by  the  General  Services  Administration® 

The  provisions  of  these  schedules  may  be  applied  subject 
to  the  limitations  prescribed  in  memorandum  dated  November 
10,  1952  from  the  Director  of  Plant  and  Operations®  A 
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copy  of  Office  Plant  and  Operations  Publication  NOo  10 
(Records  Disposition)  May  1953 , 'which  includes  the  GSA 
schedules  -will  be  made  available  to  each  State  Office© 

(9)  On-site  Audit  Record  Procedure©  Under  a conprehen- 
sive  audit  program  approved  for  the  Soil  Conservation  Ser- 
vice , effective  July  1,  1950  all  original  basic  vouchers 
and  invoices^  contracts^  original  voucher  schedules^  accounts 
current  and  the  other  fiscal  documents  and  supporting  papers 
■will  be  retained  for  audit  by  the  General  Accounting  Office© 

All  records  of  financial  transactions  relating  to  fiscal 
years  for  which  the  comprehensive  audit  has  not  been  coiigDleted 
and  records  relating  to  the  latest  fiscal  year  for  which  the 
audit  has  been  completed  yrill  be  retained  for  current  audits 
and  until  the  records  have  served  all  administrative  needs© 

The  original  of  all  contracts,  leases,  permits,  cooperative 
agreements  etc©,  where  funds  have  been  expended  or  collected 
will  be  retained  for  three  years  from  date  of  termination 
and  transferred  to  a Federal  Records  Center©  Vouchers, 
schedules,  accounts  current  and  supporting  documents  will  be 
retained  five  years  after  the  end  of  the  fiscal  year  in  which 
created  and  transferred  to  a Federal  Records  Center© 

Any  copies  other  than  the  originals  of  the  above  documents 
may  be  disposed  of  in  accordance  -with  the  retention  periods 
set  forth  under  Sec©  82 2 ©1,  Items  5 to  7 and  9 to  11  inclusive 
(Contracts,  etc©),  and  Items  20  to  23  inclusive  (Fiscal)  of 
the  ASD  Handbook©  For  instructions  on  preparation  of  records 
for  transfer  to  the  Federal  Records  Center,  see  Sec©  8i;2  5l  of 
the  ASD  Handbook© 

The  Washington  Records  Officer  -virlll  advise  each  State  Office 
when  the  audit  is  conpleted  on  a Service^wide  basis©  Upon 
receipt  of  this  notice,  each  State  Administrative  Officer  will 
secure  final  approval  for  transfer  of  such  records  from  the 
Regional  Manager,  Division  of  Audits,  General  Accounting  Office, 
having  jurisdiction  over  the  State  where  the  records  are 
located© 

Requests  for  final  approval  should  be  directed  to  the  appropriate 
address  listed  belowg 

New  Mexico  Regional  Manager 

Uo  So  General  Accounting  Office 

Room  15 

lii2  Monroe  Street,  N©  Eo 

Albuquerque,  New  Mexico 
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Alabama 

Florida 

Georgia 

North  Carolina 
South  Carolina 
Tennessee 

Regional  Manager 

S»  General  Accounting  Office 
i|09  Federal  Annex 
Atlanta  3^  Georgia 

Montana 
North  Dakota 
Wyoming 

Regional  Manager 

Uo  S®  General  Accounting  Office 

12U^  Ns  29th  Street 

c/o  Bureau  of  Land  Management 

Billings^  Montana 

Maine 

Massachusetts 
New  Hampshire 
Vermont 

Regional  I^nager 

S®  General  Accounting  Office 
1201  Custom  House 
State  Street 
Boston^  Massachusetts 

Wisconsin 

Regional  Manager 
Uo  So  General  Accounting  Office 
Room  859^  Uo  So  Court  House 
219  So  Clark  Street 
Chicago  hs!  Illinois 

Oklahoma 

Texas 

Regional  Manager 
U«  So  General  Accounting  Office 
IIII4  Commerce  Street 
Dallas  2^  Texas 

Indiana 

Kentucky 

Ohio 

Regional  Manager 
Uo  So  General  Accounting  Office 
Attng  MCLAGA“’Box  G “ Area  A 
Wright-Patterson  AFB^  Ohio 
Dayton^  Ohio 

Colorado 

Regional  Manager 
Uo  So  General  Accounting  Office 
Bldgo  85^  Denver  Federal  Center 
Denver j)  Colorado 

Michigan 

Regional  Manager 

Uo  So  General  Accounting  Office 

ij-th  Floor  Krolik  Bldg» 

310  East  Jefferson  Avenue 
Detroit  26^  Michigan 

Iowa 

Kansas 

Nebraska 

Regional  Manager 
Uo  So  General  Accounting  Office 
Room  2512  Federal  Office  Bldg* 
9th  and  Walnut  Streets 

’Oansas  City  6«  Missouri 


scs 


Administrative  Services  Division 


822*1  Continued  U 

Arizona 


Arkansas 

Louisiana 

Mississippi 

Connecticut 
New  Jersey 
New  York 
Rhode  Island 

Delaware 

Maryland 

Pennsylvania 


Idaho 

Oregon 


Virginia 
West  Virginia 


Utah 


California 

Nevada 

Hawaii 


Washington 

Alaska 


Illinois 

Missouri 
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Regional  Manager 
U*  S*  General  Accounting  Office 
Room  238^  1031  South  Broadway 
Los  Angeles  1^,  California 

Regional  Manager 
U*  S.  General  Accounting  Office 
Room  1503^  333  St*  Charles  Avenue 
New  Orleans  12^  Loxiisiana 

Regional  Manager 

U«  S*  General  Accounting  Office 

8 Wo,  3U6  Broadway 

New  York  13 5 New  York 

Regional  Manager 
U*  S*  General  Accounting  Office 
113  U*  S»  Customhouse 
Philadelphia  6,  Pennsylvania 

Regional  Manager 

U*  S.  General  Accounting  Office 

Room  ^07 

519  S*  Wo  Third  Street 
Portland  Oregon 

Regional  Manager 
Uo  So  General  Accounting  Office 
900  No  Lombardy  Street  (Annex) 
Richmond  19,  Virginia 

Regional  Manager 
Uo  So  General  Accounting  Office 
Post  Office  Box  25^7,  Federal  Bid  go 
Salt  Lake  City,  Utah 

Regional  Manager 
Uo  So  General  Accounting  Office 
100  McAllister  Street,  21st  Floor 
San  Francisco  2,  California 

Regional  Manager 

Uo  So  General  Accounting  Office 

236  Federal  Office  Bldgo 

909  First  Avenue 

Seattle  U,  7fashington 

Regional  Manager 

Uo  So  General  Accounting  Office 

Room  630 

Uo  So  Court  House  & Custom  House 
llli;  Market  Street 
Sto  Louis,  Missouri 
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Minnesota 
South  Dakota 


Puerto  Rico 


Regional  Manager 
Uo  S*  General  Accounting  Office 
Room  Federal  Courts  Bldg« 
6th  & Market  Streets 
Sto  Paul  2^  Minnesota 

Division  of  Audits 

U«.  Se  General  Accounting  Office 

Washington^  Do  C® 


(10)  Schedule  Items  1 to  53 « 

le  Non^record  copies  of  correspondence^  data,  documents  and 
forms® 


Disposes  One  fiscal  year  after  the  fiscal 
year  in  which  created® 


lAo  Transmittals® 

Includes  aH  types  of  transmittal  letters j,  forms^  notes^ 
etc®^  unless  they  represent,  in  addition  to  their  trans^ 
mittal  function,  detailed  and  critical  comment  on  or 
analysis  of  the  material  transmitted®  Transmittals  call= 
ing  attention  to  not=too-serious  errors,  page  references, 
suggested  use  of  data,  equipment,  or  practices  covered 
in  a publication,  etc®,  are  not  considered  detailed  and 
critical®  Letters  of  transmittal  proposing  and  outlining 
a revision  of  a publication,  suggesting  major  changes  or 
revisions  in  practices,  techniques,  or  procedures,  etc®, 
should  not  be  considered  for  disposal  under  this  item® 

Dispose I Immediately  upon  receipt® 

2 « Requisitions  <, 

Requisitions  are  the  initiating  action  for  the  proposed 
accession  by  purchase  or  other  procurement  methods  of 
materials,  supplies,  services,  and  equipment,  and  in  al“ 
most  all  instances  finally  result  in  purchase  orders, 
government  contracts  (other  than  Federal  Supply  Service 
scheduled  contracts  and  Federal  Prison  Industry  contracts) 
and  leases®  This  item  includes  only  files  of  requisitions 
and  their  associated  correspondence!  it  does  not  include 
requisitions  which  have  been  incorporated  into  case  files 
of  other  documents® 

Record  Copy*  One  copy  of  the  requisition  filed  by  the 
office  actually  doing  the  procuring,  except  for  any 
requisition  sent  by  the  State  Office  to  Washington,  ip 
which  case  one  copy  of  the  requisition  will  be  considered 
a record  copy  in  both  the  State  and  Washington  Offices® 
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less 


AD“1U  Request  for  Supplies 
AD“72  Request  for  Duplicating 
ad-95  Supply  Credit  Requisition 
SCS“2^  Request  for  Duplicating 
SCS-37  Request  for  Publications 
Narrative  Request  for  Books,  Publications,  etc® 
Treasury  Form  7 Request  for  Procurement  Division  Stock 


In  addition  to  the  exanples  listed  there  are  included  all  re- 
lated correspondence,  data,  and  forms  (revised,  new  or  obso- 
lete) ^ 


Disposes  Three  years  after  the  fiscal 
year  in  which  created® 

3»  Purchase  Orders® 

These  are  the  purchasing  documents  for  materials,  supplies 
equipment,  non-recurring  services  that  result  from  government 
contracts  (formal  and  informal),  solicitation  of  invitations 
to  bido  The  file  includes  informal  solicitations  or  invita- 
tions to  bid,  setting  forth  the  exact  cost,  funds  chargeable, 
and  delivery  information,  together  with  requisitions  in  many 
cases® 

Record  Copy*  The  receipted  or  numerical  copy  of  the  purchase 
order  located  at  the  office  paying  the  voucher© 

Examples; 

AD-3d  USDA  Purchase  Order 
SCS-lllb  Purchase  Order 
SCS=136  Request  for  Quotation 

Treasury  Form  7 Requisition  for  Procurement  Division  Stock 

In  addition  to  the  examples  listed  there  are  included  all  re- 
lated correspondence,  data,  and  forms  (revised,  new  or  obso- 
lete) o 

Dispose;  Three  years  after  fiscal  year  in 
which  created® 

ho  Invitations  to  Bid  (formal) 

These  documents  are  to  be  considered  only  when  they  are  filed  as 
rejected  bids  and  maintained  separately  from  the  contract  file® 
Invitations  to  bid  filed  with  the  contract  will  be  considered 
as  a part  of  the  contract  case  file® 

The  invitations  to  bid  under  the  above-mentioned  restrictions 
are  considered  as  case  files  and  are  a result  of  a requisition 
for  materials,  supplies,  equipment,  construction,  continuing 
services,  space  for  offices,  warehouse  garages,  etc®,  which 
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exceed  open  market  limitations  as  established  by  laisr 
and  which^  therefore^  require  formal  solicitation  for 
bids© 


Record  Copy®  The  copy  of  the  invitation  to  bid  main-= 
tained  in  the  office  iss\iing  such  invitation© 


Examples? 

AD”215 

AD-218 

AD“22ii. 

ad-238 

SF-20 

SF-21 

SF-22 

SF-2U 

SF-33 

SF-36 

SCS-1U6 

SCS-lii? 


USDA  General  Conditions 
Memorandum  for  Chief  of  OPO 
Invitation  to  Bid  (Cash  Offers) 

(Rev)  General  Conditions  to  Service  Contracts 
Invitation  to  Bid  (Constriction) 

Invitation  to  Bid  (Construction) 

Invitation  to  Bid  (Construction  and  Supplies) 
Bid  Bond  (Construction  and  Supplies) 
Invitation  to  Bid  (Supplies) 

Invitation  to  Bid  (Supplies) 

Abstract  Proposals 
Abstract  Proposals 


In  addition  to  the  examples  listed^  there  are  included 
all  related  correspondence j data^  and  forms  (revised^ 
new  or  obsolete)© 

Dispose?  Three  years  after  fiscal  year 
in  which  created© 


Contracts 

Contracts  are  the  formal  result  of  successful  invitations 
to  bid^  and  are  considered  in  four  classifications  which 
are  outlined  below©  They  cover  supplies ^ equipment and/ 
or  services  of  a continuing  nature  when  they  are  purchased 
in  amounts  exceeding  open  market  limitalion  as  established 
by  the  Congress©  The  originals  of  these  documents  are  to 
be  filed  at  each  State  office  for  on-site  audits  by  the 
General  Accounting  Office©  The  beginning  date  of  the  com'- 
prehensive  audit  for  SCS  is  July  19^0© 

(a)  Contracts  (formal)©  Negotiated  and  completed  through 
the  Washington  Office  and  requiring  Secretarial 
approval© 

(b)  Contracts  (Less  formal)©  A one=»action  contract^ 
usually  negotiated  by  a State  Office©  In  those  cases 
the  various  types  of  bids  and  performance  bonds  are 
not  required® 

(c)  Unnumbered  Contracts©  It  should  be  noted  that  the 
General  Accounting  Office  copy  is  filed  with  the 
voucher© 
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(d)  Public  Utility  Contracts  * Including  telephone 
services© 

'.f 

Record  Copy*  The  copy  which  is  on  file  in  the  office  making 
the  award,  except  that  the  state  Office  will  maintain  a 
record  copy  of  Washington  contracts  for  materials,  etc*, 
used  in  the  States* 

Exanroles; 

AD=iI|L  ' Reqiiisition 

AD=21^  Conditions  to  Contracts 

AD=22lj.  Invitations  for  Cash  Offer  for  Used  Equipment 

AD“22^  Contract  for  Services 

AD=226  Special  Privileges  Applicable  to  all  Purchases  of 

Automotive  Trucks  aid  Passenger  Carrying  Vehicles* 
ad-238  Conditions  to  Contracts 

SP-20  Invitation  to  Bid  (Construction) 

^=21  Invitation  to  Bid  (Construction) 

SF-22  Instructions  to  Bidder 

SF-23  Form  of  Government  Contract 

SF“2h  Bid  Bond 

SF-25a  Performance  Bond 

SF-33  Successful  Bidder  and  Review  Bids 

SF-36  Successful  Bidder  and  Review  Bids  ( 

SF=UO  Contract  for  Telephone  Service  ' 

SCS=lllb  Purchase  Order 

SCS-I38  Contract  Card  and  Certificate  of  Motor  Carrier *s 

Authority 

Contractor  Cards  (Vendor)  Notes  Destroy  vdth  appropriate 
contracts 

In  addition  to  the  examples  listed,  there  are  included  all 
recommendations  for  accessions,  related  correspondence, 
supporting  documents,  legal  instruments,  data,  war  emergency 
forms,  and  all  other  associated  forms  (revised,  new  or 
obsolete) © 

Disposes  Contracts  entered  into  prior  to  July 
1,  1950  are  on  file  in  the  General 
Accounting  Office*  Working  copies  of 
such  contracts  may  be  disposed  of  5 
years  after  contract  has  expired*  Con= 
tracts  (original)  entered  into  subse= 
quent  to  July  1,  19^0  will  be  retained 
for  a period  of  3 years  after  the  con=  ( 

tract  has  expired  and  transferred  to  a 
Federal  Records  Center*  The  working 
copy  of  such  contracts  should  be  dis=° 
posed  of  5 years  after  contract  has  ex-  . 

piredo  ( 
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6o  Treasury  Procureisent  Schedules  and  Contractors  Catalogues 
Disposes  One  year  after  contract  has  expired® 

7 o Leases 

Leases  are  case  files  (usually  by  location)  of  documents 
providing  for  the  use  of  office^  storage^  and  land  space 
in  the  several  states  for  the  Soil  Conservation  Service® 

For  purposes  of  classification  in  the  Service^  three 
types  of  leases  are  recognizedo 

(a)  policy  Leases o All  leases  and  related  instruments 
covering  the  occupancy  of  State  Headquarters  which 
serve  more  than  one  areai,  are  considered  to  be 
policy  leases® 

Record  Copyg  The  copy  maintained  by  the  Washington 
Administrative  Services  Division®  Where  the  State 
Office  supplements  this  type  of  lease ^ within  their 
delegated  authority j,  both  Washington  and  State  copies 
will  be  considered  as  record  copy® 

(b)  All  other  leases®  . The  lease  of  any  space  not 
within  the  policy  category®  These  leases  are 
processed  by  the  State  Office® 

Record  Copyg  The  copy  maintained  by  the  State  Office® 

(c)  Agreements  (informal  leases)®  An  informal  rental 
agreement  utilized  in  some  cases  to  cover  space 
where  there  is  not  monetary  consideration  or  where 
the  consideration  is  less  than  the  open  market 
limitation^)  and  where  the  utilization  of  the  space 
is  for  a ona^period  occupancy® 

Record  Copyg  The  copy  maintained  by  the  office  execut-’ 
ing  the  agreement® 

Examples 8 

SF“2  Government  Lease 

SF“33  (R©Vo)  Invitation  to  Bid  (short  form) 

SF^36  Continuation  Sheet 

SF'=>1036  (ReVo)  Statement  of  Award 

Fair  Market  Valuation  Statement 
Evidence  of  Authority 

REM“>6  Request  for  Clearance  of  Lease  (Now  SF-=8l) 

Certificate  from  Postmaster  or  Federal  Business  Association 
E^gency  Statement 
Notice  of  Renewal 
Renewal  Agreements 
Supplemental  Agreements 
Request  for  Preparation  of  a New  Lease 
PSC“6  Request  for  Clearance  of  Lease 


SCS 
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In  addition  to  examples  listed,  there  are  included  all  re= 
lated  correspondence^  supporting  documents ^ legal  instru= 
ments,  data,  and  forms  (revised,  new  or  obsolete)© 

Dispose;  Leases  entered  into  prior  to  July  1, 

1950  are  on  file  in  the  General 
Accounting  Office©  Copies  of  such 
leases  should  be  disposed  of  5 years 
after  the  expiration  of  the  lease© 

The  original  of  leases  entered  into 
subsequent  to  July  1,  1950  where  money 
is  expended  or  collected,  should  be 
held  for  a period  of  3 years  after 
termination  and  transferred  to  a Federal 
Records  Center©  Working  copies  cf  such 
leases  should  be  disposed  of  5 years 
after  the  expiration  of  the  lease© 


80  Space 

This  group  of  records  covers  Federal  space  occupied  by  this 
Service  other  than  that  type  occupied  by  lease  or  other 
kinds  of  agreements  (e©g»  gratuitous  or  reimbursible) © 

(a)  Federal  space  outside  District  of  Columbia = 

Record  Copy;  Copy  on  file  in  the  State  Office© 

Examples; 

KEM=1B  ^ Request  for  Space  in  Proposed  New  Buildings  or  Addi“ 
tion  to  Old® 

P&0=8  Statement  Relative  to  Space  Occupied  by  the  Depart*- 
ment  of  Agriculture  in  Federal  Buildings  outside 
the  District  of  Columbia© 

In  addition  to  examples  listed,  there  are  included  all  related 
correspondence,  data,  and  forms  (revised,  new  or  obsolete)® 

(b)  Federal  Space  within  District  of  Columbia. 

Record  Copy;  Copy  on  file  in  the  Washington  Office© 
gcamples; 

PSC^l  Report  of  Planning  Space  Management  (Now  SF*=8l) 

PSC=la  Space  Report 

OPO“29  Space  in  Washington,  D»  C® 

and  all  related  correspondence,  data,  and  forms  (revised,  new 
or  obsolete)© 

Disposes  Three  years  after  request  is  with- 
drawn  or  the  space  is  vacated© 
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9 9 Coop^ative  Agreements 

These  are  agreements  entered  into  with  individuals,  groups 
of  individuals 5 organizations j,  and  governmental  agencies 
in  order  to  provide  certain  actions  which  are  mutually  ad«» 
vantageouso  The  agreements  usually  partake  of  the  nature 
of  contractso 

Record  Copyg  Generally the  copy  filed  by  the  office 
executing  the  agreement o This  is  true  particularly  with 
respect  to  the  agreements  executed  by  the  Washington 
Office^  However 5 in  view  of  the  diversity  of  types  of 
agreement  and  the  volume  and  use  of  these  agreements, 
the  following  arrangement  will  be  \iseds 

(a)  In  each  State  Office  of  the  Soil  Conservation  Service, 
or^  copy  of  the  agreement  serves  as  the  official 
record  copyo  The  location  of  this  copy  is  optional 
with  the  State  Office » However,  within  any  particular 
State,  such  location  shoiild  be  uniform  throughout, 
go,  all  at  the  work  unit,  all  at  the  State  Office, 
etco  Any  other  copies  maintained  are  considered  as 
working  copies®  Included  in  this  item  are  all  forms 
used  for  or  in  connection  with  the  agreement,  related 
correspondence,  amendments,  data,  reports  and  forms® 

Disposes  If  money  is  expended  or  collected, 
subsequent  to  July  1,  1950#  hold 
original  of  agreement  for  3 years 
after  expiration  of  agreement  and 
transfer  to  Federal  Records  Center® 
Working  copies  may  foe  disposed  of  1 
year  after  agreement  has  expired® 

Where  financial  consideration  is  not 
involved,  dispose  of  record  copy  5 
years  after  agreement  has  expired® 
Working  copies  may  be  disposed  cf 
1 year  after  agreement  has  expired© 

10®  Memoranda  of  Understanding 

These  are  informal  documents  which  set  forth  the  general 
premises  for  joint  actions  which  will  be  taken  by  the 
Service,  usually  State  or  other  governmental  organizations® 
Normally,  they  do  not  partake  of  the  nature  of  a contract® 

Record  Copyg  This  copy  will  be  filed  by  and  in  the  Soil 
Conservation  Service  Office  executing  the  memoranda  of 
understanding®  All  other  copies  which  normally  are  dis- 
tributed for  information  will  be  considered  as  working 
copies®  Included  are  all  forms  used  for  or  in  connection 
with  the  Memoranda  of  Understanding,  related  correspondence, 
amendments,  data,  and  reports® 
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Dispose?  If  money  expended  or  collected,  subse- 
q\ient  to  July  1,  1950,  hold  original 
for  3 years  after  date  of  expiration 
and  transfer  to  Federal  Records  Center® 
Dispose  of  -working  copy  1 year  after 
expiration*,  If  financial  consideration 
is  not  involved,  dispose  of  record  copy 
5 years  after  expiration®  Working  copy 
1 year  after  expiration® 

11®  Special  Use  Permits 

These  are  permits  granted  by  the  Ckvernment,  usually  to  indi- 
viduals, for  certain  privileges  on  Government-owned  land, 
e®  go  grazing  permits,  land  occupancy,  rights-of-way,  build- 
ings, etc®  These  permits  may  or  may  not  involve  financial 
consideration®  In  the  event  a financial  considera-bion  is 
involved,  this  item  will  not  include  a Budget  and  Finance  copy 
which  may  be  used  to  establish  a collection  record® 


Record  Copy?  The  copy  maintained  by  the  Office  issuing  the 
permit®  In  the  event  other  copies  are  dis-tributed  for  infor- 
mation, they  will  be  known  as  working  copies®  Where  there 
are  financial  considerations,  the  State  Office  copy  is  the 
record  copy® 

Examples g 

SCS=>2l  ” Termination 

SCS“23  Special  Use  Application  for  Transmission  Lines 

Rights-of-Way 

SCS“2lj.  Special  Use  Transmission  Lines  Rights-ofmfay 

SCS=>33  Amendment 

SCS^36  Grazing 

SCS“39  Special  Use 

SCS“i|8  Termination 

SCS=1|9  Agreement 

SCS“ii29  Temporary  Use 

Forestry  Psrmit  (Hardest  of  Timber) 

Permit  of  Occupancy 

In  addition  -to  the  examples  listed,  there  are  included  aU 
related  correspondence,  amendments,  data,  reports,  and 
forms  used  for  or  in  conjunction  -wi-th  the  preparation  and 
issuance  of  the  permits  (revised,  new  or  obsolete)® 

Note?  Permits  which  are  removed  from  their  regular  filing 
sequence  and  included  in  special  case  files,  the  over-all 
purpose  of  -vrtiich  -will  cover  more  than  the  mere  permit  are 
not  considered  in  this  item®  For  example,  a grazing  permit 
or  permits  which  are  included  in  pasture  observational 
study  file  -will  be  considered  only  in  conjunction  with  such 
study® 
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Disposes  If  financial  consideration  in=> 

volved^  subsequent  to  July  1^  1950^ 
hold  original  3 years  after  expira^ 
tion  and  transfer  to  Federal  Records 
Center^  Dispose  working  copies 
immediately  after  expiration*  Where 
financial  consideration  is  not  in- 
volved^  dispose  of  record  copy  3 
years  after  expiration®  Working 
copy  immediately  after  esq^irationo 


12  e Easements 

These  are  rights  granted  to  or  by  the  Government  by  or 
to  individuals  or  organizations  for  such  privileges  as 
rightS“Of“Way  across  land^,  power  transmission  lines 
across  Government  land,  harvesting  of  seed,  etc® 

Record  Copys  The  copy  maintained  in  the  State  Office® 

Included  are  all  forms  used  in  conjunction  with  the 
preparation  or  securing  of  the  easement  (revised,  new 
or  obsolete)  together  with  related  correspondence, 
amendments,  data  and  reports® 

Dispose g If  financial  consideration  involved, 
subsequent  to  July  1,  19^0,  hold 
original  3 years  after  termination 
and  transfer  to  Federal  Records 
Center®  Dispose  working  copy  $ 
years  after  expiration  or  termination® 
If  financial  consideration  is  not 
involved,  dispose  record  copy  5 years 
after  termination  or  expiration® 
Working  copy  immediately  after  term- 
ination or  expiration® 

13©  Accidents,  Claims,  and  Damages 

These  are  usually  case  files  of  automotive  accident  re- 
ports involving  personal  injury  and  property  damage® 

They  also  include  reports  resulting  from  fires,  explo- 
sions, floods,  etc®  and  narrative  reports  involving 
accidents  resulting  from  the  use  of  equipment  on  loan 
' to  Districts® 
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Examples 

AD=2U 

AD=2^0 


Claim  for  Loss  of  or  Damage  to  Private  Property 
Accident  Report  (Now  SF=91  and  91A^  Operator *s 
Report  of  Motor  Vehicle  Accident)® 

SF-=26  Driver  «s  Report  - Accident,  Motor  Transportation® 
SF”27  Investigating  Officer's  Report  = Accident,  Motor 

Transportation  (Now  SF-93,  Report  of  Investigating 
Officer) 

SF-28  Claim  for  Damages,  Accident,  Motor  Transportation 

(Now  SF=95^  Claim  for  Damage  or  Injury) 

SF=9U  Statement  of  Witness 

SF“96  Settlement  Agreement 

Police  Report  (if  available) 

Municipal  Ordinance  (if  available) 


Included  are  all  related  correspondence,  data  (including 
sketches  or  illustrations),  pertinent  information,  and 
forms  (revised,  new  or  obsolete)® 


Dispose;  Record  Copy*  3 years  after  disposi^ 
tion  of  claim;  if  no  claim  3 years 
after  date  of  accident® 

Duplicate  Record  Copy;  2 years  after  disposition  of  claim; 
if  no  claim  2 years  after  date  of  accident® 

lU«  Property  Records 

Records  in  this  category  provide  the  Government  with  a means 
of  accountability  for  the  various  items  of  property  acquired 
by  the  agency®  The  records  have  been  divided  into  three 
sub=i terns  on  the  basis  of  their  accountability  value  and  are 
described  below® 

Record  Copy;  Copy  in  the  Washington  or  State  Office® 

(a)  Basic  Accountability  Records 

AD=106  Property  Record  Card 

SCS=1^0e  Property  Record  and  Inventory  Card 

Perpetual  Inventory  Card  (Acquisition  and  Issue  Records) 

Dispose;  Five  years  after  disposal  of  property, - 
provided  records  are  cleared® 

(b)  Subsidiary  Records;  Acquisition  and  Disposition 
AD-107  Report  of  Transfer  of  Property 

AD=108  Report  of  Property  Constructed  (also  used  for 
property  found  and  for  other  purposes) 

AD==109  Report  of  Surplus  or  Unserviceable  Property 
AD=110  Authorization  for  Disposition  of  property 
AD^lll  Report  of  Disposition  of  Property 

AD=112  Report  of  Loss  or  Damage  of  Property 
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Receipted  Purchase  Order  (when  considered  as  part 
of  the  property  record) 

AD=227  Report  on  Disposal  of  Surplus  Personal 
Property 

Record  Copy?  When  these  particular  documents  involve  ex= 
pendable  property^  the  record  copy  will  be  located  at  the 
place  where  the  property  is  received  and  used|  otherwise 
the  record  copy  will  be  found  in  the  Washington  or  State 
Headquarters  © 

Dispose?  Five  years  after  the  fiscal  year 
in  which  created o 

Note?  See  22652  ASD  Handbook  for  instructions  on  expend^ 
able  property© 

(c)  SCS“li4.3  Receipt  for  Property 

Dispose?  When  cleared 

(d)  Physical  Inventories  = These  are  taken  ainnually  or 
when  accountability  is  changed  from  one  constituent 

to  another®  Example  of  form  used?  AD“113  and  AD=113a5 
Physical  Inventory  Report© 

Dispose?  One  year  after  next  inventory  is 
compjfi  tedo 

(e)  Examination  Reports  = These  are  narrative  reports  of 
examinations  covering  aH  phases  of  the  Administra= 
tive  Services  Division's  work  with  respect  to  estab-= 
lished  procedures^  practices  and  regulations© 

Included  with  each  of  the  above  groups  are  related 
correspondence 5 reportSj,  and  revised^  new  or  obsolete 
forms  used  for  the  same  purpose© 

Dispose?  One  year  after  a new  examination 
report  is  filed© 

l5o  Bills  of  Lading 

These  documents  are  considered  under  this  item  only  when 
organized  as  a document  file©  The  voucher  copy  is  not 
considered  herein® 

Record  Copy?  The  receipted  yellow  memorandum  copy  of  the 
issuing  office© 
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Exan^les; 

SF-I05B  Government  Bill  of  Lading 

SF-IIO3  Government  Bill  of  Lading 

SF“1108a  Certificate  in  Lieu  of  Lost  Bill  of  Lading 

Included  with  the  above  examples  are  all  related  corres- 
pondence,  data^  and  forms  (revised^  new  or  obsolete)* 

Disposes  Five  years  after  the  fiscal 
year  in  which  created* 

16 * Standard  Form  1121  - Bill  of  Lading  Accountability  Record 

This  record  is  maintained  only  by  the  issuing  office;  the 
record  copy^  therefore,  at  the  same  location* 

Disposes  One  year  after  date  of  last 
entry* 

17*  Construction  of  Buildings 

These  records  have  to  do  with  the  construction  of  buildings 
by  the  Soil  Conservation  Service.  The  buildings  thereafter 
become  a part  of  the  Soil  Conservation  Service  property 
records*  The  records  pertain  to  type  of  buildings  to  be 
constructed,  justification,  estimate  of  cost,  type  of  con^ 
struction,  and  a plan  on  the  building* 

All  correspondence,  forms,  data,  reports  are  included  In 
this  item* 

Disposes  When  building  ;is  disposed  of* 

18.  Establishment  and  Abandonment  of  Offices 

This  item  covers  the  State  Office  records  only*  The  State 
Conservationist  is  authorized  to  approve  the  establishment 
and  abandonment  of  offices  performing  no  administrative 
functions*  Copies  of  such  notices  may  be  sent  to  Washington* 

Record  Copyg  The  copy  on  file  in  the  State  Office* 

Retain 

Disposes  All  other  copies  one  year  after 
fiscal  year  in  which  created* 

Note  to  Item  I8*  Where  these  records  constitute  a part  of 
the  lease  file  or  the  District  file,  their  disposition  will 
be  governed  by  the  appropriate  item* 
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19  o Miscellaneous  Procurement  Forms 

(a)  Treasury  Form  59  Report  of  Delinquent  Contractors 

Record  Copy?  'Will  be  found  in  State  Office  ^ The  Budget 
and  Finance  copy^  if  any^  is  not  considered  under  this 
items. 

Disposes  One  year  after  fiscal  year  in 
which  createdo 

(b)  Itemized  List  of  Employee's  Household  Goods 

Record  Copy?  Located  in  office  of  issuance.. 

Included  with  (a)  and  (b)  are  all  related  correspondepce^ 
data  and  forms  (revised^  new  or  obsolete) a 

Dispose?  One  year  after  fiscal  year  in 
which  created^ 

20s  Accounting  Instruments  and  Documents 

Records  and  documents  created  and  used  in  accounting  for 
the  expenditure  of  official  funds  and  the  coilectio.*  and 
deposit  of  all  monies  received  by  the  Government  (Soil 
Conservation  Service),  including  the  transfer  of  funds 
between  accounts. 


In  addition  to  the  records  specifically  identified  in  this 
item,  there  are  included  all  related  correspondence^  docu= 
ments,  data,  and  forms  (revised,  new  or  obsolete) e 

Sub*item  1?  General  Ledger  and  Supporting  papers 


Record  Copy?  Original  filed  in  Washington  and  State  Offices^ 


SCS“l6  Collection  & Warrant  Register  (Obsolete) 

SCS=22  Allotment  Ledger  Summaries  (Obsolete) 

SCS-58  Summary  of  E^enditures  by  General  Ledger  Group 
Classifications  ^Obsolete) 

3CS”86  Presidential  Pfoject  Authorization  Centrol 

SCS“236  Capitalized  Property  Transactions  Register 

(Fixed  Property/Equipment) 

SCS=2h2  Monthly  Statement  of  General  Ledger  Account 
Balances 

9CS=238  Collection  Register 
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SCS-22  Allotment  Ledger  (Obsolete) 

SCS-239  Obligation  Control  Record 

SCS-239a  Expenditure  and  Obligation  Register 

SF-1015  Allotment  Ledger  (Obsolete) 


Dispose:  5 years  after  fiscal  year  in  which 

created® 


SCS-87  Encumbrance  Register  (used  in  Allottee  offices  only) 
(obsolete) 

Disposes  1 year  after  created® 


Sub-item  2s  SF-109^,  Summary  Statement  of  Disbursement  and 
Collections  by  Appropriation  (Obsolete) 

Record  Copy;  The  copy  filed  in  the  Washington  Office,  except 
for  such  documents  as  were  maintained  in  the  Regional  Office 
and  were  used  in  the  preparation  of  SF=l095o 


Dispose:  ^ years  after  lapse  of  appropriation® 


Sub-item  3;  Accounts  Current  and  supporting  papers; 


A.  SF-1019 
SF-lOiih 
SF-10U6 

SF-llllib 

SCS-100 

SF-1081 

SF-1081 

SF»1096 

SF-1097 

SF-1098 

SF-1151 

SF--1159 

TD  M“188 
TD“520 

TD-5^89 


Accounts  Current 

Schedule  of  Collections  (obsolete) 

Schedule  of  Transfers  - Special  Deposits  (Super- 
seded by  SF“108l) 

Collection  Voucher 

Official  Receipt  ~ = Attached  to  SF-lOlU; 

Voucher  and  Schedule  of  Withdrawals  <Sc  Credits 
(Used  n 'collection  document) 

Voucher  & Schedule  of  Vrfithdrawals  & Credits 
(Used  as  a disbursement  document) 

Schedule  of  Voucher  Deductions 

Voucher  and  Schedule  to  Effect  Correction  of 

Errors 

Schedule  of  Cancelled  Checks 
Appropriation  Transfer  Authorization 
Schedule  of  Collections  for  Available  Special 
and  Trust  Fund  Receipts  (obsolete) 

Schedule  of  Uncollectible  Checks 
Appropriation  Warrant  and  Advice  of  Credit  to 
Checking  Account  (Washington,  D®  only) 

Notice  of  Special  Entry 


Record  Copy;  Original  filed  in  Washington  and  State 
offices© 

Retain: 

Records  created  prior  to  J\ily  1,  19^0  - retain 
five  years  from  end  of  fiscal  year  in  which 
created  and  dispose© 
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Records  created  subsequent  to  July  1950  ~ 
retain  originals  five  years  after  fiscal 
year  in  which  created  and  transfer  to  Federal 
Records  Center© 


B.  SF-201 
SF-209 
TD-1 
TF-6599 


Certificate 

Certificate 

Certificate 

Certificate 


of  Deposit 
of  Deposit 
of  Deposit 
of  Deposit 


( superseded 
(superseded 


by  SF-201) 
by  SF-209) 


T^ecord  Copy:  Copy  filed  in  Washington,  and  State 

Officeso 


Dispose:  After  related  account  current  and 

supporting  papers  are  transferred  to 
the  Federal  Records  Center© 


Sub-item  U: 

SCS-1  Reconciliation  of  General  Ledger  Cash  Account 
With  Disbursing  Officer’s  Account  Current 

SCS-2  Verification  of  Appropriation  and  Trust  Fund 
Subsidiary  Records  With  the  General  Ledger 

SCS-3  Verification  of  Special  and  Deposit  Fund 

Subsidiary  Records.  With  the  General  Ledger 

SCS-U  Special  Deposits  Reconciliation  Statement 
(superseded  by  SCS-2) 

SCS-8  Daily  Summary  of  Disbursing  Office  Transactions 
(obsolete) 

SCS-8  Collections  Work  Sheet  (superseded  by  revised 
SCS-8  above) 

SCS-117  Disbursements  Work  Sheet  - Land  Utilization 
Collections 

SCS-118  Standard  Form  1095  Work  Sheet  ~ Land  Utiliza- 
tion Collections 


Record  Copy:  Original  filed  in  Washington  and  State 

Offices^ 


Dispose:  After  related  account  current  and 

supporting  papers  are  transferred 
to  the  Federal  Records  Center© 


Sub-item  5j  Groups  of  lldiscellaneous  Accounting  Forms  and 
Documents 


A.  SF-1027 
TD-1669 
TD-1760 


Request  for  Disbursing  Funds  (Obsolete) 
Request  for  Transfer  of  Funds 
Request  for  Repayment  of  Unexpended  Disburs- 
ing Balances 


Record  Copy:  The  copy  filed  in  the  Washington  and 

State  offices© 
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Disposes  5 years  after  fiscal  year 
in  which  created 


Bo  SCS“22  Report  of  Regional  Obligations  (Obsolete) 

SCS-98  Monthly  Statement  of  Classified  Obligations 

Disposes  June  30th  copies  10  years  after 
fiscal  year  in  which  created® 

July  through  May  copies  2 years 
after  fiscal  year  in  which 
create do 

C*  SF“10l6b  Distribution  Ledger 

Record  Copys  Original  filed  in  Washington  and  State 
Offices  a 

Disposes  On  no  year  appropriations,  work- 
ing funds,  etco,  these  ledgers 
will  be  retained  until  fund  or 
appropriation  is  exhausted®  On 
annual  appropriations,  dispose 
after  appropriation  has  lapsedo 

SCS=23  Object  Class  Summary  of  Transactions  (Obsolete) 
SCS-83  Record  of  Unliquidated  Encumbrances  (Obsolete) 


Disposes  3 years  after  fiscal  year 
in  which  created® 


D® 


SCS-8U 

SCS“85 

SCS-89 

SCS<»89a 

SCS=99 

SCS“»99a 

SCS-119 

SF-133 

SF“10U5 

SF“1065 

SF“1080 

SF“1092 

SF”108l 

SF°lllii 
Report  of 


Notice  of  Split  Posting  (Obsolete) 

Correction  Form  (Obsolete) 

Transmittal  Register  of  Collections  (Obsolete) 
Register  of  Collections  (Receipted  Copies) 
(obsolete) 

Bill  for  Collections  (Obsolete) 

Bill  for  Collections  (Obsolete) 

Annual  Report  - Land  Utilization  Collections 
(Obsolete) 

Report  on  Status  of  Appropriation  Accounts 
(Washington  only) 

Summary  of  Collections  (Obsolete) 

Summary  of  Disbursements  (Obsolete) 

Voucher  for  Transfers  Between  Appropriations 
and/or  Funds  (Used  as  bill  for  collection) 

Summary  Statement  of  Disbursements  and  Collections 
by  Official  Projects  (Obsolete) 

Voucher  & Schedule  of  Withdrawals  & Credits 
(Used  as  bill  for  collection) 

Bill  for  Collection  (include  demand  letters) 
Expenditure  of  Travel  and  Communications 


Record  Copy?  The  copy  filed  in  the  Waging  ton  and  State 
Offices© 
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Dispose;  ^ years  after  fiscal  year 
in  which  created*. 

Exceptions  Uncollectible  Account  File 

Retain 

SCS'»=6l5  Bill  and  Collection  Record  Card  (Obsolete) 
Record  Copy;  Original  filed  in  Accounts  Section 

Disposes  10  years  after  end  fiscal  year 
in  which  created 

SF=1038  Application  and  Account  for  Advance  of 
Funds 

Record  Copy*  Original  filed  in  Accounts  Sectiono 

Disposes  2 years  after  fiscal  year  in 
which  created© 

E«  Monthly  Statistics  Report  of  Accounts  Credited  to 
Office© 

Disposes  3 years  aifter  fiscal  year  in 
which  created© 

Fo  SCS”120  Record  of  Lapsed  Appropriation  Transactions 
Record  Copyg  In  Washington  and  State  Office » 

Disposes  10  years  after  end  fiscal 
year  in  which  created© 

Go  Request  for  Exemption  from  Bonding  Collection  Officials 

Disposes  After  official  is  discharged 
from  duty© 

Ho  SCS=20  Schedule  of  Rates  (Budget  & Finance  Copy) 

Disposes  After  related  or  pertinent 
contracts  have  expired  and 
after  expiration  or  repeal 
of  Schedule  of  Rates© 

I©  SCS==6  Statement  of  Subsidiary  Record  (Obsolete) 
SCS=30  Reconciliation  of  General  Ledger  Cash 

Account  with  Disbursing  Officers  Account 
Current  (Obsolete) 
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Record  Copy;  Original  filed  in  Washington  Office 

Dispose;  2 years  after  fiscal  year 
in  which  created# 

Jo  SCS°°I|.3  Estimate  of  Potential  Income 

Dispose;  Original  U years  after  end  of 

calendar  year  in  which  created# 

All  copies  2 years  after  end  of 
calendar  year  in  which  created# 

Ko  SCS-iUi.  Register  of  Income  Producing  Contracts 
and  Use  Permits 

Dispose;  h years  after  end  of  calendar  year 
in  which  created# 

21  o Audit  Instruments  and  Documents 


Records  created  and  used  in  connection  with  the  auditing  of 
transactions  involving  the  expenditure  of  official  funds# 

Record  Copy*  The  copy  filed  in  the  office  making  the  audit# 
When  a copy  is  supplied  the  Washington  Office,  a record  copy 
will  be  filed  in  both  the  Washington  and  State  Offices® 


SCS=73 

SCS“79 

SCS=101 

SCS=102 

SCS<=103 

scs^ioU 

SCS-105 


SF=19 

SF=39a 

SF-1055 

SF»106U 

SF=108l 

SF=1096 

SF=U01 

SF-1166 

SF=1167 

SF=1168 


SOIL  CONSERVATION  SERVICE  FORMS 

Payroll  Deduction  Control 

Share  Crop  Lease  Report 

Schedule  of  Administrative  Reserves 

Statement  of  Monthly  and  Projected  Reserve 

Service  Certificate 

Administrative  Audit  Difference  Statement 
Rental  Control  Register 

STANDARD  FORMS 

Bond  of  Indemnity  “ Advances 
Certificate  of  Settlement 

Claim  against  U#  S#  for  Amounts  Due  in  Case  of 
Decedent 

Schedule  of  Disbursements  (Also  SF“1003,  102li, 

1025)  (Obsolete) 

Voucher  or  Voucher  and  Schedule  of  Withdrawals 
and  Credits  Between  Appropriations  and/or  Funds 
Voucher  Deductions 

Miscellaneous  Obligation  Record  (Formerly  SCS-130;, 
Miscellaneous  Encumbrance  Record) 

Voucher  and  Schedule  of  payment 

Voucher  and  Schedule  of  Payments  Continuation  Sheet 
Request  for  Issuance  of  U#  S«  Savings  Bonds 
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SF-1737 

SF“2089 

SF“280^ 

Bond  Issuance  Schedule  (obsolete) 

Schedule  of  Certificate  of  Settlement  (Obsolete) 
Request  for  Recovery  of  Debt  Due  the  U,  So 
(Formerly  CS=3037  Appropriation  Reimbursable 
Account  Overdrawn  Annual  and/or  Sick  Leave) 

2806-3 

Notice  of  Correction  of  Individual  Retirement 
Record 

2807 

2807-1 

2807-2 

Register  of  Separations  and  Transfers 
Register  of  Adjustments 

Annual  Summary  of  Retirement  Fund  Transactions 
DEPARTMENT  OF  AGRICULTURE  FORMS 

AM6 

Certification  for  Lump  Sum  Paynent  of  Annual 

AIh>k2 

AD“210 

AD“210a 

Leave 

Claim  Account  Transmittal  (Washington  only) 
Voucher  and  Schedule  of  Payment  (Obsolete) 
Voucher  and  Schedule  of  Payment  (obsolete) 

TREASURY  DEPARTMENT  FORMS 

M-lOU 

Bond  Form  for  Agent,  Cashiers,  Asst,  Disbursing 
Officers 

M=13U 

Inquiry  and  Recommendation  for  Designation  of 
Agent  to  Receive  and  Distribute  Salary  Checks 
and  Bonds 

M-232 

Designation  of  Agent  to  Receive  and  Distribute 
Salary  Checks  and  Bonds 

M‘=258 

6569 

Cancellation  of  U,  S«  Savings  Bond 

Power  of  Attorney  by  Individual  for  the  Collect 

tion  of  Checks 

6570 

Power  of  Attorney  for  the  Collection  of  a 
Specific  Check  Drawn  on  the  Treasurer  of  the  U»  S® 

Disposes  All  documents  created  prior  to 

July  1,  1950  shall  be  disposed  of 
5 years  after  the  fiscal  year  in 
which  created®  Original  documents 
created  subsequent  to  July  1,  1950 
shsll  be  retained  5 years  from  end 
of  fiscal  year  in  which  created  and 
transferred  to  a Federal  Records 
Center*  Documents  not  audited  by 
General  Accounting  Office  may  be 
disposed  of  5 years  after  the  fiscal 
year  in  which  created  or  within  the 
retention  periods  provided  below  for 
documents  listed  as  exceptions® 

Ihcluded  under  Item  21  are  related  data^  records^  tabulations 
correspondence^  and  forms  (rcTised^  new  or  obsolete), 
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Exceptions ; Bonds,  Surety  and  Indemnityi 
Releases  from  sameo 

AD“100  Bonds  of  Indemnity  - Advances 
AD“101  ” ’»  ” » 

AD=130  Bond,  Fund  and  Property 

Dispose?  One  year  after  termination  of  instru- 
ments o 

TD=1686  Signature  Card 

Dispose?  Five  years  after  cancellation  of 
employees  designatiorio 


22©  Vouchers 

These  are  the  basic  forms,  together  with  supporting  data  and 
documents  which  record  the  action  taken  to  secure  payment  for 
transportation,  travel,  services,  including  personal  services, 
and  things o In  instances  where  the  subsidiary  records  are 
attached  to  and  made  a part  of  the  basic  voucher  form,  the 
collection  is  known  as  a voucher  case  file©  In  many  instances, 
however,  the  subsidiary  records  are  filed  separately  as  a 
document  file® 


Record  Copy?  The  Bureau  record  copy  of  the  voucher  is  the 
copy  maintained  by  the  office  approving  and  making  payment® 

It  is  well  to  note,  however,  that  the  official  government 
record  copy  is  the  copy  filed  in  the  State  Office  for  on-site 
audit  to  the  General  Accounting  Office o The  beginning  date 
of  the  comprehensive  audit  for  SCS  is  Jiily  1,  1950 o 

SOIL  CONSERVATION  SERVICE  FORlflS 
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SCS=10  Monthly  Records  Storage  Service 

SCS=17  Final  Salary  Payment  Report  (Superseded  by  AD”139) 

SCS=4j,9  Contract  Payment  Estimate 

SCS^53  Work  Order 

SCS=-72  Contract  In±”ormation  Card  (Obsolete) 

SCS=9i;  Report  Salary  Payment  (incl®  CS=3037)  (Obsolete) 

SCS=95  Report  of  Retirement  Fund  Deductions  (Obsolete) 

SCS=97  Report  of  Service  - Outside  Retirement  Act 
SCS=109  Retirement  Accomt  (Obsolete) 

SCS'^llO  Payroll  Retirement  and  Adjustment  Report  (Obsolete) 

SCS^lll  (Superseded  by  Form  AD=38  - Use  until  Exhausted) 

SCS^llU  Time  Report  (Attached  to  Voucher)  (Obsolete) 

SCS=132  Transportation  Request  Accountability  Record  (Obsolete)  t- 
SCS=i;27  Orders  for  Abstract  Services  (Obsolete) 

SCS=6ll  Disposition  Record 

SCS=612  Acquisition  and  Audit  Record 

SCS=613  Audit  of  Accounts 
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STANDARD  FORMS 


SF-Uli 

SF»50 

SF"^2 

sf=»57 

SF-1012 

SF“1012e 

SF=1013 

SF-1031 

SF=103U 

SF=»1035 

SF“1038 

SF»1039 

SF=>10U7 

SF=10i;8 

SF-1050 

SF“10^2 

SF-=1053 

SF“105l 

SF-=105Ua 

SF»1067 

SF“1067a»b 

SF“1068 

SF=1071 

SF“=1071a 

SF“1072 

SF»107l^ 

SF-1080 

SF“1080a 

SF'“1080b 

SF“1080c 

SF“1089 

SF“1090 

SF»1091 

SF-1097 

SF“1100 

SF“1103 

SF”1108 

SF==1113 

SF-1120 

SF“1125 

SF«n25a 

SF“=1126 

SF==1126b 

SF-1126c 

SF=1128 

SF=1128a 


Purchase  Order  - Invoice  Voucher 
Notification  of  Personnel  Action 
Request  for  Personnel  Action 
Application  for  Federal  Employment 
Travel  Voucher 

Statement  of  Travel  by  Motor  Vehicle  (Obsolete) 
Payroll  Personal  Services  (Obsolete) 

Government  Request  for  Transportation 
Public  Voucher  for  Purchases 

” ’•  ” ” (Continuation  Sheet) 

Application  for  Advance  of  Funds 
Statement  of  Advance  of  Travel  (Obsolete) 

Public  Voucher  for  Refund  of  Collection 
Public  Voucher  for  Refunds  (Memo  Copy) 

Public  Voucher  for  Refunds 

Statement  of  Advertising  Rates  (Obsolete) 

Advertising  Orders  (Obsolete) 

Public  Voucher  for  Advertising  (Obsolete) 

” " ” « (Obsolete) 

Public  Voucher  for  Transportation  of  Passengers 

fi  ft  11  tt  ft  ti 

Public  Voucher  for  Freight  and  Express 
Mileage  Voucher 

II  « 

Payroll  Personal  Services  (inclo  parts  a-c) 

Payroll  Personal  Services  (inclo  parts  a-=c) 

Voucher  for  Transfers  Between  Appropriations 
and/or  Fund  Accounts 
Vouchers  for  Transfers  (Memo) 

” ” (Collection) 

»»  ” (Memo) 

Schedule  of  Advance  (Obsolete) 

Telephone  Service  Statement 
Summary  Telephone  Service  Statement 
Adjustment  Voucher  to  Effect  Correction  of  Errors 
Notice  of  Exception 

Bills  of  Lading  (Includes  original  and  encumbrance 
copy) 

Certificate  in  Lieu  of  Bill  of  Lading 
Public  Voucher  for  Transportation  Charges 
Transportation  Request  Accountability  Record 
Payroll  Control  Register 
Payroll  Control  Register  (Revised) 

Payroll  Change  Slip  = llhite 
If  If  M „ lellow 

’»  ' = Idnk 

Payroll  Personal  Services  ~ Payroll  Certification 
& Summary 

Payroll  Personal  Services  Memo  Copy  ~ Yellow 
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SF-1129 

SF-1138 

SF»1139&a 

SF-llUO 

SF-llUl 

SF-llUla 

SF»Ui;2 

SF“Hii3 

SF-lliUi 

SF«lli;5 

SF»lHi7 


SF-1150 

SF“11^2 

SF-11^3 


SF»115U 

sf-1155 

SF“1158 

SF“1168 


AD-10 

AD»38 

AD“60 

AD“61 

AI>-102 

AI>=139 

Ai>=l5U 

AD“196 

AD“200 

AD-202 

ad-206 

AD>232 

AD-287 

AD-287-2 


TD-727 

TD-9U1 

TD-1096 

TD-1099 


Public  Voucher  for  Petty  Purchases 

Us  Sfi  Government  Request  for  Transportation  - 

Type  A Book  Cover 

Us  Ss>  G'^rernment  Request  for  Transportation  - 
Type  A Book  Cover 

U»  S»  Government  Request  for  Transportation  - 

Type  B Book  Cover 

Transportation  Request  - Type  B 

Government  Transportation  Requests 

Statement  of  Advertising  Rates 

Advertising  Order 

Public  Voucher  for  Advertising 

Voucher  for  Payment  under  Federal  Tort  Claims  Act 
Request  for  Issuance  of  Replacement  Check  Due 
to  Error  in  Name  and/or  Designation  of  Payee 
(Includes  memorandum  when  used  instead  of  form) 
Record  of  Leave  Transferred 
Designation  of  Beneficiary 

Claim  of  Designated  Beneficiary  and/or  Surviving 
Spouse  for  Unpaid  Compensation  Due  a Deceased 
Civilian  Employee 

Public  Voucher  for  Unpaid  Compensation  Due  a 
Deceased  Civilian  Employee 

Claim  for  Unpaid  Compensation  of  Deceased  Civilian 
Employee 

Certificate  in  Lieu  of  Lost  Travel  Request 
Request  for  Issuance  of  U«  So  Savings  Bonds 

DEPARTMENT  OF  AGRICULTURE  FORMS 

Telephone  Toll  Record 
Purchase  Order 

Schedule  of  State  Tax  on  Gasoline 
Request  for  Authority  to  Attend  Meetings 
Toll  Call  Certificate 
Final  Salary  i^ayment  Report 
Justification  for  Air  Travel  (obsolete) 

Request  for  Retirement  Record 
Request  for  Travel  Authorization 
Travel  Authorization 
Amendment  to  Travel  Authorization 
Statement  of  Differences  (Washington  only) 

Employee  Suggestions 
Appraisal  Suggestion  Report 

TREASURY  DEPARTMENT  FORMS 


Tax  on  Electrical  Energy 

Employer's  Quarterly  Federal  Tax  Return 

Summary  Form 

U®  Se  Information  Return  for  Calendar  Year 
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TD“225i|.  Individual  Authorization  Card  and  Record  of  Pay- 
roll Allotments 

TD“1737  (Not  SF“1737)  Bond  Issuance  Schedule  (Obsolete) 

Seed  Purity  and  Germination  Test  Reports  (does  not  include 
Nursery  or  Nursery  Division  Copy)© 

Telegrams  (if  copy  is  furnished  by  Communications  Con5>any 
when  billing)© 

In  addition  to  the  above  formsj,  this  item  includes  aH 
other  related  papersi^  correspondence^)  data^  records^  re“ 
ports^  and  forms  (obsolete^  new  or  revised)© 

Disposes  All  vouchers  created  prior  to 
July  I5  1950  shall  be  disposed 
of  $ years  after  end  of  fiscal 
year  in  which  created© 

Vouchers  and  supporting  documents  created  subsequent  to 
July  I5  1950  shall  be  retained  5 years  from  end  of  fiscal 
year  in  which  created  and  transferred  to  a Federal  Records 
Center©  Those  documents  not  audited  by  General  Accounting 
Office  may  be  disposed  of  5 years  after  fiscal  year  in 
which  created,  or  within  the  retention  period  frovided  be= 
low  for  certain  documents  listed  as  exceptions© 

Exceptions; 

(a)"  Voucher  Register  SCS“ll6 


Dispose;  10  years  from  end  of  calendar 
year  in  which  created© 


(b)  Time  aid  Attendance  Reports 


SCS-108 

SCS”llii 

SCS=-252 

SF“71 

SF-72a 

SF-1130 

SF-^1135 

SF=»1136 

SF“1137 

WPA=501 

CPA 


Time  Record  Card  (Obsolete) 

Time  Report  (Obsolete) 

Time  Report  (Obsolete) 

Application  for  Leave 

Time  and  Attendance  Report  (Obsolete) 

Time  and  Attendance  Report 

Time  and  Attendance  Report  (Obsolete) 

Time  and  Attendance  Report  (Obsolete) 

Leave  Record  (Obsolete) 

Time  Report  (Obsolete) 

Time  Report  (Obsolete) 


Dispose;  Three  full  years  after  last  pay  period 
shown  except  for  separations  involving 
leave  balances  in  Ydiich  event  retain 
last  pay  period  report  for  ten  years© 
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SF-7  Service  Record  Card 

Retain 

(c)  ad-126  Personnel  Notification  (now  SF-50) 

Dispose;  Fiscal  copy  only, 
after  audit® 


(d)  SF-2806  Individual  Retirement  Record  (formerly 

CSC“2806)o  The  record  copy  of  this 
card  is  sent  to  the  Civil  Service 
Commission  or  transferred  to  other 
agencies  within  the  Department®  For 
security  purposes,  microfi3jn  at  end 
of  calendar  year  1956  and  every  five 
years  thereafter®  The  Washington 
Records  Officer  will  advise  as  to 
disposition  of  film® 

(e)  SCS-102  Payroll  List 

Dispose;  One  year  after  year  in 
which  created® 


(f ) SCS-106  Salary  Record  Card 

Dispose;  One  year  after  year  in 
which  created® 


SF-1127  Individual  Pay  Card 

Dispose;  Transfer  to  Federal  Records 
Center,  St®  Louis,  Missouri, 

5 years  after  end  of  calendar 
year  in  which  created® 


(g)  Withholding  Tax  Forms;  This  item  includes,  in 
addition  to  the  forms  listed,  all 
similar  forms  used  for  the  sane  pur- 
pose® 

W“1  (Now  TD  9Ul)  Employee  Quarterly  Federal  Tax 
Return 

W-3  Reconciliation  of  Income  Tax  Withheld,  etc® 

Dispose;  Five  years  after  fiscal  year 
in  which  created® 
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W-U  Employees  withholding  Exemption  Certifi- 
cate, etco 

Disposes  Four  years  after  new 
exemption  claim  is 
filed  or  k years  after 
separation  from  Service© 

W-2  Withholding  Statement 
W-2b  Fourth  Copy 

Retains  1 year 

(h)  SF-1038  Advance  of  Funds 

Dispose:  Two  years  after  fiscal 

year  in  which  created© 


(i)  SF-109Ua  and  b Tax  Exemption  Certificate 

Disposes  One  year  after  fiscal 
year  in  which  created© 

(j)  SCS-133  Tax  Exemption  Certificate  Account- 

ability Record 

Disposes  6 months  after  return 
of  book  cover© 

(k)  ad-105  Check  Mailing  and  Identification 

Slip 

Disposes  2 years  after  check  has 
been  mailed© 


23 o Budgetary  Instruments  and  Documents 

The  records  created  and  used  in  connection  with  the  establish- 
ment and  operation  of  both  the  proposed  and  working  budget 
of  the  Soil  Conservation  Service  - Washington  and  field® 

These  records  will  contain  basic  information  and  data  for  the 
presentation  and  justification  of  the  Budget  of  the  Depart- 
ment, the  Bureau  of  Budget,  and  the  Congress©  The  final 
Budget,  along  with  that  of  other  Bureaus  of  the  Department, 
is  printed  as  an  official  document© 

Record  Copy:  The  copy  filed  in  both  state  and  Washington 

Offices©  All  copies  filed  below  the  State 
Office  will  be  considered  duplicate  record 
copies® 

Included  in  this  item  are  all  related  correspondence,  data, 

SCS  3-1-5U  and  forms  (revised,  new  or  obsolete)© 
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Sub-item  Ig 

SCS-91  Advice  of  Authorization  (Obsolete) 

SCS-92  Advice  of  Allotment 

SCS-93  Advice  of  Change  of  Allotment  (Obsolete) 

SCS-609  Authorization  and  Allotnent  Control 
SCS-616  Quarterly  Operating  Budget  Report 

SCS-617  Quarterly  Apportionment 

SCS-618  State  Fund  Distribution  by  Financial  Project 
Budget  Work  Sheet 
Annual  Budget  Report 

Retains  Washington  and  State  Record  Copy 
10  years  and  transfer  to  Federal 
records  Center » 

Disposes  Duplicate  Record  Copies  5 years. 
Sub-item  2« 

SCS-607  Operating  Budget 

Retain:  Washington  and  State  Record  Copy 

10  years  and  transfer  to  Federal 
Records  Center o 

Dispose;  Duplicate  Record  Copy  10  years. 


Sub-item  3s 

SCS-70  Estimate  of  Personnel  Requirements  (Obsolete) 

SCS-608  Record  of  Man  Years  of  Service  (Obsolete) 

Retain;  Washington  and  State  Record  Copy 
10  years  and  transfer  to  Federal 
Records  Center* 

Dispose;  Duplicate  Record  Copies  1 year* 

Sub-item  Us 

Treasury  Department  Form  1 Request  for  Apportionment  (Obsolete) 
Treasury  Department  Form  2 Request  for  Revision  of  Apportion- 
ment (obsolete) 

SF-I3I  Apportionment  Schedule 
SF-132  Reapportionment  Schedule 

Dispose;  2 years  after  close  of  fiscal  year 
involved* 
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214.0  Nursery  Records  and  Documents 

This  item  will  be  rewritten  at  a later  dateo  These 
records  have  to  do  with  the  operation  and  management  of 
nurseries;  the  preparation  of  information  regarding 
nursery  activities  which  relate  to  soil  erosion  control 
and  sound  land  use;  collection,  production  and  distribu- 
tion of  plants  and  seeds®  The  records  located  in  Wash” 
ington  generally  will  deal  with  policy  and  standards, 
while  those  located  in  the  field  will  reflect  the  opera- 
tional  phases  of  the  worko  There  are  many  instances, 
however,  where  reports  on  the  operational  aspects  of  the 
work  will  be  filed  in  the  Washington  Office® 

Record  Copy;  Unless  otherwise  specified,  the  Washington 
and  State  Office  copies  will  be  considered  the  official 
record  copies®  Where  reports  and  data  are  transmitted 
to  Washington,  the  Record  copy  will  be  filed  in  the  Wash- 
ington Office®  Selected  records  of  the  Nursery  will  be 
retained  for  eventual  transfer  to  the  National  Archives. 

Sub-item  1*  Prod^’otion,  Distribution  and  Delivery  Records 

These  records  concern  the  production  and  distribution  of 
plants  and  seeds,  including  estimates  of  needs  and  certain 
records  regarding  accessions© 

Examples; 

SCS-5^>7  Nursery  Field  Production 

SCS“^96  Distribution  and  Delivery  Record  (provided  infor- 
mation has  been  s\immarized) 

SCS“598  Seed  Inventory 

SCS  N2  (a,  b,  c,  d,  and  f)  Early  Estimate  Forms  (if  used) 
Seed  Production  Schedules 

Form  RL  1~A  Seed  Card  Record  (or  similar  forms) 

Included  are  all  related  correspondence,  data,  and  forms 
(revised,  new  or  obsolete)  and  summaries,  except  for  the 
items  listed  below© 

Dispose;  Five  years  after  fiscal  year 
in  which  created© 


Exceptions; 

Basic  Accession  and  Seed  Inventory  Records 

Seed  Harvest  Maps 

SCS“57ii  Plant  Accessioning 

SGS-^77  Seed  Inventory 

SCS’-597  Nursery  Stock  Inventory 

Included  are  data,  correspondence,  forms  (revised,  new  or 
obsolete),  especially  those  which  refer  to  the  origin  of  seeds 
and  plants  collected  or  acquired©  These  records  are  main- 
tained primarily  at  the  nurseries© 
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Retain 

Sub-item  2g  Seed  Tests  for  Purity  and  Germination 

These  records  are  developed  by  the  seed  laboratories  of  the 
Seed  Nursery  and  record  copies  are  maintained  by  the  Nursery 
and  State  Offices. 

Examples; 

SCS-56B  Permanent  Record  of  Seed  Tests 
SCS-^69  Final  Report  of  Germination  Test 
SCS-570  Report  of  Purity  Test 

Included  are  all  related  correspondence,  reports,  data,  and 
forms  (revised,  new  or  obsolete)© 

Disposes  Five  years  after  fiscal  year  in 
which  created. 

Sub-item  3s  Observational  Studies 

These  records  document  activities  that  have  as  their  objective 
the  production  and  propagation  of  the  species  best  suited  for 
the  control  of  soil  erosion  under  various  environmental  condi- 
tions. Reports  usually  are  prepared  from  the  data  collected 
and  in  some  instances  publications  are  issued.  Information 
developed  as  a resiilt  of  these  studies  is  supplied  periodically 
to  cooperating  divisions  and  agencies.  Included  are  Forms 
SCS-581  (now  obsolete)  and  all  related  forms  (revised,  new  or 
obsolete)© 


Retain;  Final  Reports  and  Correspondence 

Disposes  Work  Sheets,  rough  field  notes, 
progress  reports,  etc.,  provided 
final  reports  have  been  issued, 
immediately o 

Note  to  sub-item  3s  Where  forms  designed  for  other  purposes 
are  used  in  conjunction  with  observational  studies  and  are 
filed  with  the  study,  disposal  authorities  given  elsewhere  in 
this  schedule  do  not  apply,  e.  g.  SCS-^77^  Seed  Inventory,  may 
be  used  for  observational  studies  in  addition  to  its  regular 
use© 


Sub-item  Us  Cost  Acco\mting  Records 

These  are  records  regarding  the  cost  of  operation  of  nurseries 
and  the  cost  of  production  of  plants  and  seeds.  These  records 
are  summarized  in  the  annual  cost  report  which  is  retained  in 
the  Washington  Office© 
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SCS“^97  Nursery  Stock  Inventory  (when  used  for  cost  ac count” 
ing)  and  all  related  correspondence^  data^  and' 
forms  (revised^  new^  or  obsolete)® 

Disposes  Five  years  after  fiscal  year  in 
which  created© 

Exceptions 

Daily  Work  Sheet  (Nursery  ~ SCS  UO  = now  obsolete) 

Disposes  One  year  after  fiscal  year  in 
which  created© 

Sub-item  5s  Reports 

(a)  Weather  Reports  (those  maintained  by  the  Nursery  for 
their  own  usej  not  to  be  confused  with  Weather  Bureau 
Station  Records  which  are  not  official  SCS  records)© 

Retain 

(b)  Monthly  Activities  Reports  The  Nursery  Manager’s  Re- 
port to  the  State  Office©  May  cover  progress  on 
observational  projects© 

Retains  State  Office  Copies 

Dispose*  Nursery  Copies 

Five  years  after  fiscal  year  in 
which  created© 

(c)  Annual  Technical  Report 
Annual  Administrative  Report 

Retain*  All  copies 

(d)  Annual  Cost  Report 

Retains  Washington  and  State  Copies 

Dispose*  Nursery  copy 

Five  years  after  fiscal  year  in 
which  created© 

(e)  Special  Reports 

Record  Copy*  The  copy  filed  in  the  Washington  Office© 
Retains  Record  Copy 
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(f)  Correspondence  regarding  these  reports,  unless  it  is 
made  a part  of  the  report,  may  be  disposed  of  in  five 
years*  Routine  letters  of  transmittal  may  be  disposed 
of  immediately* 

Sub-item  6* 

SCS-652  Seed  Sample  Envelopes 

SCS-767  Herbarium  of  SCS  (labels  for  bags  of  seed) 

Disposes  Vilhen  contents  are  disposed  of 

Note  to  Sub-item  6:  Where  International  regulations  require 

the  maintenance  of  the  original  shipping  packet,  this  disposal 
is  not  mandatory 3 

Sub-item  7s  Classified  Technical  Correspondence 

Covers  such  subjects  as  preplanting,  trees,  grasses,  planting 
operations,  care  of  stock,  plant  use,  seed,  methods  of  collec- 
tion, methods  and  techniques  of  harvesting,  cleaning,  etc», 
and  all  related  correspondence  or  data  regarding  the  technical 
phases  of  nursery  operation* 

Retain: 

25*  Biological  Records  and  Documents 

These  records  pertain  to  the  formation  of,  recommendation  of, 
and  in  some  instances  the  supervision  of  the  application  of 
biological  techniques  where  they  are  concerned  ;vlth  soil 
erosion  control  and  sound  land  use^  Included  are  records  con- 
cerning the  biological  aspects  of  farm  irrigation  or  land 
drainage;  relationships  with  biological  organizations,  indi- 
viduals, and  other  government  agencies  relative  to  biological 
problems  as  they  relate  to  soil  erosion  control  and  land  use* 
The  Washington  records  are  primarily  concerned  with  policy 
and  standards,  while  field  records  are  primarily  concerned 
with  the  operational  phase  of  the  work* 

Record  Copy:  The  copy  filed  in  the  Washington  and  State 

Offices* 

Sub-item  1:  Animal  Control 

Retain:  Reports  and  Data 

Dispose:  Correspondence,  ’Work  Sheets,  etc* 

Five  years  after  fiscal  year  in  which 
created* 
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Sub-item  2g  Reports 

(a)  Annual  Narrative  Report  to  Congress  on  Wildlife  Re- 
sources© Includes  correspondence  and  data  used  in 
compiling  the  report©  Published© 

Disposes  Correspondence  and  data 

one  year  after  publication© 

(b)  Annual  Report  to  the  Administrator^  including  data 

and  correspondence  used  in  compiling  report®  Published® 

Disposes  Data  and  correspondence 

one  year  after  submission  of  report® 

(c)  Other  Conservation  Reports©  Published  material® 

Disposes  Correspondence  and  Data 

Five  years  after  publication© 

' Retains  Unpublished  material© 

Sub-item  3s  Conservation  Practices 

Includes  correspondence^,  data^  special  reports^  and  related 
records®  Such  practices  as  Marsh  Management^  Hedges,  Stream- 
bank  Management,  Spoilbank  Management,  Odd  Area  Management, 
Wildlife  Borders,  Pond  Management  (includes  Aquatic  Weed 
Control)  and  Windbreaks© 

Retain 

Sub-item  Us  Farm  Fish  Ponds 

(a)  Technical  Data,  Correspondence,  etc© 

Retain 

(b)  Request  from  Individuals  for  Publications,  Inf oimiation, 
Instructions,  etc® 

Disposes  One  year  after  fiscal  year  in  which 
created© 

(c)  Requests  for  Fish 

Disposes  Three  years  after  fiscal  year 
in  which  received© 

Sub-item  5§  Field  Tests  and  Observational  Plantings 
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This  will  include  correspondence,  data,  and  reports,  except 
for  rough  field  data,  work  progress  sheets,  etc^,  which  have 
been  summarizedo 

Retain 

Sub-item  6;  Food  Studies  (Animal) 

Retain 

Sub-item  7s  Relationships 

Includes  correspondence  with  Biological  Organizations  and  other 
Government  Agencies  regarding  the  biological  aspects  of  Soil 
Conservation^  correspondence  from  and  to  individuals  regarding 
biological  problems  which  confront  them  in  their  practice  of 
soil  conservation;  and  all  related  records,  data,  reports,  etCo 
Excluded  are  the  categories  mentioned  under  Farm  Fish  Ponds o 

Retain 

260  Range  Management  Records  and  Documents 

These  records  have  to  do  with  soil  erosion  control  and  land  use 
measures  for  range  lands o Generally,  the  Washington  Office  records 
will  reflect  policy  and  standards,  together  with  some  degree 
of  examination  and  inspection  to  insure  adherence  to  these  stand- 
ards«  The  field  records  Yrill  be  more  concerned  with  the  appli- 
cation of  measures  and  practices  on  the  land  and  the  collection 
of  data  for  use  in  improving  old  and  devising  new  techniques* 

Record  Copy;  The  copy  filed  in  the  Washington  and  State  Office 
will  be  considered  the  official  record  copies© 

Sub-item  !•  Reports 

(a)  Annual 

Retain 

(b)  Technical,  for  Publication 

Dispose;  One  year  after  publication* 

Sub-item  2;  Range  Conditions  (Published  Data) 

Includes  both  correspondence  and  data  regarding  the  quantity 
and  quality  of  forage  in  relation  to  the  potential  productive 
capacity  of  the  range  lands©  This  material  is  published 
periodic ally* 
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Sub-item  3:  Plans 

(a)  Range  Plans;  These  records  are  concerned  with  the 
planning  of  the  ranch  according  to  approved  range 
management  techniques© 

Dispose;  Immediately  after  plan  is 
terminated© 

(b)  Work  Plans;  Concerned  with  the  development  of  tech- 
niques and  methods  of  operation  by  technical  personnel© 

Retain 

Sub-item  k:  Projects 

(a)  Cooperative  Projects;  Range  Cooperative  projects  with 
other  Government  Agencies,  e©  g©  Department  of  Interior, 
Forest  Service,  Agricultural  Experiment  Stations,  etc©, 
for  the  purpose  of  gathering  information  on  range  land 
use,  classification,  and  capability® 

Retain 

Sub-item  5;  Biennial  Range  Meetings 
(a)  Minutes  of  the  Meetings 
Retain 

Sub-item  6;  Plants 

Most  of  the  material  relating  to  plants  will,  no  doubt,  be 
of  a printed  nature,  such  as  reference  books,  periodicals, 
etc®  This  item  is  confined  to  correspondence,  reports,  and 
similar  data  regarding  the  plants  from  a botanical  point  of 
view  and  which  are  filed  in  the  classified  file  system© 

Retain 

Sub-item  7:  Classified  Technical  Correspondence 

Covers  such  subjects  as  range  planning,  range  survey,  range 
management,  range  description,  grazing  utilization  (plant 
species),  summaries,  both  plan  and  operation,  and  forms 
SCS-60,  Range  Type  Disposition,  and  SCS-62,  Range  Survey 
Map  Sheet® 


Retain 
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27 o Land  Management  Records  and  Documents 

Land  Management  and  Land  Utilization  records  transferred  to 
Forest  Service  on  January  U,  l9Sho 

280  Records  and  Documents  Regarding  Program  Planning,  Farm  and  Ranch 
Planning  and  Management^  and  Procedure 

(a)  Program  Planning;  This  includes  the  planning  of  surveys 
to  determine  conservation  needs  and  economic  benefits 
of  conservation,  lending  assistance  in  the  development  of 
new  districts  and  the  planning  of  District  Programs  and 
Work  Plans,  assistance  in  the  development  of  new  districts 
and  the  planning  of  District  Programs  aid  Work  Plans, 
assistance  to  the  District  governing  body,  cooperation 
with  local  groups  in  developing  or  amending  State  soil 
conservation  legislationo 

(d)  Farm  and  Ranch  Planning  and  Management 

Includes  techniques  and  procedures  for  the  development 
of  conservation  farm  plans,  improving  and  accelerating 
farm  planning,  keeping  the  operating  personnel  acquainted 
and  up“to=-date  on  the  technical  aspects  and  new  develop-- 
ments  in  the  field  of  farm  planning© 

(c)  Procedure 

Includes  assistance  in  the  development  of  operating  pro- 
cedures  and  the  Development  of  State  policy© 

Sub-item  1;  Conservation  Needs 

Records  relating  to  the  determination  of  the  total  soil  conser- 
vation job  which  needs  to  be  done  in  the  United  States  by  Areas 
in  terms  of  land  use  adjustment,  types  and  quantities,  of 
practices,  technical  personnel  required,  and  costs*  Involves 
records  of  field  surveys  and  data  compiled  therefrom,  corres- 
pondence and  reports  on  basic  land  resource  areas,  minor  resource 
areas  and  basic  land  resource  units,  data  and  statistics  on  the 
Soil  Conservation  District  job  ahead,  and  data  on  the  rate  of 
soil  decline© 

Retain;  Washington  Records 

Dispose;  State  Records 
Yfork  Sheets 

Five  years  after  survey  is  completed© 

Summaries 

Ten  years  after  survey  is  completed© 
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Sub-item  2*  Farm  and  Ranch  Conservation  Plans 

Records  pertaining  to  the  development  of  farm  and  ranch 
conservation  plans^  their  evaluation,  and  general  farm  and 
ranch  management*  In  developing  these  plans,  consideration 
is  given  to  both  the  physical  and  economic  aspects  of  sound 
land  management* 

(a)  Individual  Farm  or  Ranch  Conservation  Plans; 

These  are  documents  developed  and  agreed  upon  by  a 
Soil  Conservation  District  and  a farmer*  As  such,  they 
represent  official  Soil  Conservation  District  records® 
Sample  copies  of  these  farm  and  ranch  plans  are  main- 
tained at  veirious  levels  in  the  Service,  only  for  the 
purpose  of  information*  They  have  no  official  record 
value* 

Dispose;  Sample  Copies  at  any  time* 

(b)  Methods  and  Techniques  of  Planning; 

This  will  consist  of  State  correspondence,  memoranda 
and  instructions  and  the  form  and  content  of  farm  and 
ranch  plans*  The  Wa^ington  records  on  this  subject 
Tirill  consist  of  copies  of  State  memoranda  and  instruc- 
tions, progress  reports,  correspondence,  and  memoranda 
to  the  states* 

Record  Copy-  The  copy  filed  in  -Uie  State  Office* 
Retain 

(c)  Work  Unit  Analysis; 

These  are  studies  and  reports  more  or  less  comprehen- 
sive of  the  operation  on  the  Work  Unit*  They  cover 
all  phases  of  the  work  done  and  include  commentaries 
on  accomplishments  and  objectives*  Relative  State 
instructions  are  also  included*  Copies  will  be  foxmd 
in  the  State  Office,  and  some  few  in  the  Washington 
Office* 

Record  Copy;  The  copy  filed  in  the  State  Office* 

Retain 

(d)  Work  Unit  Analysis,  Washington  Correspondence; 

This  correspondence  will  be  concerned  primarily 
with  policy,  procedure  and  inspection* 

scs  3-1-5U 


Administrative  Services  Division 


822*1  Continued  UO 

Record  Copy;  The  copy  filed  in  the  Washington  Office. 

Retain 

Sub-item  3:  Conservation  Benefits  Survey 

Data  gathered,  evaluated,  correlated,  and  summarized  to  show 
the  economic  benefits  derived  as  a result  of  the  application 
of  conservation  to  the  land.  Detailed  data  is  posted  to  spread 
sheets  or  work  sheets.  State  reports  to  Washington  are 
summarized* 

Record  Copy;  The  copy  filed  in  the  Washington  Office. 

Retain 

Dispose;  State  Summaries 

Ten  years  after  compietion  of  survey. 

State  Work  Sheets 

Five  years  after  con?)letion  of  survey. 

State  Basis  Sheets 

Three  years  after  compietion  of  survey. 

Sub-item  hi  Soil  Conservation  Districts 

Records  pertaining  to  (1)  organization  of  and  operation  of 
Soil  Co’^servation  Districts^  (2)  District  cooperation;  (3) 
basic  legislation  concerning  Soil  Conservation  Districts; 

(U)  reports  and  statistics  regarding  District  organization 
and  status* 

A.  District  Organization 

District  Docket  File ; Contains  the  basic  papers  regard- 
ing the  organization  and  proposed  operation  of  the  District 
along  with  records  relating  to  the  mutual  obligations  es- 
tablished for  both  the  District  and  the  Service* 

Examples  of  Papers  and  Instruments  Used  in  District 
Organization; 

Certificate  of  Organization  or  other  Official. 

Designation  of  the  Status  of  Organization. 

Declaration  by  State  Committee  or  Board. 

Instruments  Regarding  Dissolution,  Division,  and/or  Com- 
bination of  Districts,  e.g.  the  Discontinuance  of  a 
District  and  its  Subsequent  Division  into  two  or  more  new 
Districts* 

Certificate  of  Addition  of  New  Territory* 
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Certificate  Showing  Change  in  Name  of  District 
Solicitor's  Opinion  (United  States  Department  of  Agri- 
culture on  Adequacy  of  State  Soil  Conservation  Law 
and  Amendments  thereto  (Service  use  only) j on  Powers 
and  Duties  of  Soil  Conservation  Districts^  as  a Guide 
in  Determining  Service  Policy^  and  Procedures  Pertain- 
ing to  Cooperative  Undertakings  with  Soil  Conservation 
Districts o 

Request  for  Preliminary  or  Advance  Assistance® 

Request  for  Assistance  in  Planning,  Applying,  and  Main- 
taining Soil  and  Moisture  Conservation  Practiceso 
District  Program  or  Amendment  and  Supplement  thereto 
(contains  a general  statement  of  the  erosion  control 
and  soil  conservation  problems  within  the  District  and 
its  long-time  land  use  objectives;  involves  no  official 
approval  or  disapproval) o 
' Map  and  Legal  Description  of  Districts 
Notice  of  Readiness  to  Assist  District© 

Basic  Memorandum  of  Understanding  between  the  United 
States  Department  of  Agriculture  and  the  District©  This 
memorandum  states  the  intention  of  the  parties  to  the 
agreement  to  xindertake  proposed  cooperation  and  sets 
forth  the  general  procedures  which  the  parties  will 
folloYf:  it  doesn't  bind  the  Department  to  furnish 
assistance  but  merely  establishes  the  basis  on  which 
assistance  may  be  given  by  Bureaus  of  the  Department© 
Statement  of  Cooperatione  This  is  an  SCS  administrative 
document  establishing  the  fact  that  funds  have  been 
allotted  for  the  purpose  of  aiding  the  District® 

District  YiTork  Plan  and  Amendments  on  Supplements  thereto® 
This  is  the  District's  plan  - not  the  Department's^  out- 
lining in  general  what  the  District  expects  to  do  and 
how  and  vxhen  they  are  going  to  do  it® 

Supplemental  Memoranda  of  Understanding  between  the 
District  and  the  SCS®  This  agreement  sets  forth  what 
the  Service  will  do  and  what  the  District  will  do® 

Schedule  of  Assistance  and  Amendments  or  Changes®  This 
document  sets  forth  the  amount  of  assistance,  both 
technical  and  material  which  the  Service  will  make  avail- 
able to  the  District  (usually  Form  SCD  1)  for  a given 
period® 

Solicitor's  Opinions  (USDA)  on  Legality  of  District 
Operations  under  Proposed  Procedures  (Service  use  only) ® 

B,  District  Operation 

ijcamples  of  Records  Created  and  Filed; 

Planting  Materials®  Records  regarding  estimated  needs, 
stock  available,  requests  for  planting  materials,  copy 
of  District  resolution  naming  or  adequately  identifying 
their  legal  representative  ai  thorized  to  receive  plant- 
ing materials  and  summary  of  materials  furnished®  Delivery 
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of  planting  material  and  return  of  surplus  or  unusable 
planting  material  is  a matter  of  Nursery  record|  however^ 
official  receipts  for  the  planting  material  plus  a District 
report  on  its  disposition  vrill  be  filed  in  the  State  Office o 

Loan  or  Grant  of  Equipment o Records  regarding  the  loan  or 
grant  of  equipment  to  a Districto  They  include  plans  for 
operation  and  maintenance^)  intended  use^  and  recommendations 
by  the  Service  personnel  identification  of  equipment  in= 
volvedo 

Summary  of  Equipment  Furnished  and  the  Necessary  Receipts 
for  both  Loan  Grant  and  Return  of  Equipment© 

Farmer  District  Cooperative  Agreement©  The  official  SCS 
file  will  consist  only  of  the  State  Conservationist »s 
approval  of  the  form  to  be  used  by  the  District© 

Correspondence,  Data,  Forms  (revised,  new  or  obsolete) 

Relating  to  or  Regarding  the  Above  Subjects  are  Included© 

Correspondence,  Data,  Studies,  Reports,  Surveys,  and  Forms 
(revised,  new  or  obsolete)  Regarding  Other  Subjects  Pertain^ 
ing  to  the  Organization,  Administration,  and  Operation  of 
Districts©  Some  examples  of  this  type  of  material  are§ 

Flood  Control© 

Group  Enterprises©  Records  pertaining  to  group  action  on 
various  soil  conservation  problems©  Quite  frequently 
divided  into  such  categories  as  Preliminary  Examination, 
Surveys,  Plans,  Progress  Reports,  etc©  The  following  ac=> 
tivities  are  generally  to  be  foundg 
Irrigation 
Stream  Bank  Control 
Drainage 

Other  (as  Forestry) 

Field  Trial  Test  Reports©  These  are  farm  tests  of  State 
F-xT>eriment  Station  procedures©  The  experiment  Station  usually 
selects  the  site  and  gives  general  supervision!  however, 
much  of  the  detailed  supervision  is  given  by  SCS  employees© 

District  Technical  Guide©  This  is  a guide  prepared  by  the 
Work  Unit  Conservationist  with  the  assistance  of  the  State 
Office  “ <=>  for  use  in  the  District© 

Group  Action  and  Neighborhood  Group  Meetings© 

Demonstrations  and  Tours© 

Educational  Meetings© 

Local  Publicity© 

District  Legislation© 

Staff  Meetings© 
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Record  Copy*  The  record  copy  of  all  the  above  material 
listed  both  under  District  Organization  and  District 
Operation  i-vill  be  filed  in  the  Washington  and  State 
District  Files » 

Retain 

Sub«item  5i  Legislation 

These  records  have  to  do  with  the  analysis  and  study  of 
laws  affecting  the  Services 

Record  Copy;  The  copy  filed  in  the  Washington  and  State 
Offices 

Retain 

Sub-=>item  6;  Special  Reports  Compiled  by  the  Division  in 
Cooperation  with  Other  Divisions s 

Record  Copy;  The  copy  filed  in  the  Washington  Offices 
Retain 

Field  Reports®  These  are  reports  of  field  trips  made  by 
State  personnel  and  are  as  a general  rule  submitted  to  the 
State  Conservationist. 

Record  Copy;  The  original  ribbon  copy® 

Retain 

Sub-item  7s  Technical  Guides 

These  guides  contain  the  technical  standards  for  the  plann- 
ing, application,  and  management  of  all  soil  and  water 
conservation  work  performed  by  the  Service  within  the  District® 
They  are  prepared  on  a District  or  Area  basis  by  vvd  rk  unit 
conservationists  and  where  needed,  with  the  assistance  of 
the  Area  or  State  Office®  They  are  used  primarily  by  the 
farm  planner® 

Record  Copy;  The  copy  filed  in  the  State  Office® 

Retain;  Record  copy® 

Dispose;  All  other  copies  when  s\persededo 
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29 » Safety  and  Health  Records 

The  records  of  this  Section  pertain  to  the  practices  which  are 
developed^  recommended^  and  initiated  for  the  safety  and  health 
of  Service  employees | protection  of  govern nent  property  and 
equipment!  and  reduction  of  Icsb  time  due  to  injuries  and  Ulness® 
The  Section  also  develops  safe  practices  covering  all  types  of 
farm  operations o In  addition^  the  Section  maintains  records  on 
injuries  and  accidents  together  with  an  investigation  as  to 
cause©  It  is  also  the  liaison  between  the  Service  and  the  Bureau 
of  Employees  Compensationo  Related  to  this  latter  work  will 
be  the  records  of  such  cases  as  are  transmitted  to  the  Bureau 
of  Employees  Corapensation© 

(a)  Personal  Injuries 

This  is  a case  file  set  up  by  individuals  and  organized 
on  a calendar  year  basis©  The  record  copy  is  the  file  in 
the  State  office | the  original  report  of  injury^  along 
with  evidence  and  data^  is  sent  to  the  Bureau  of  Employees* 
Compensation© 

Includes  relative  correspondence,  forms,  data,  etc©,  outside 
the  case  file© 

Disposes  Five  years 

Notes  If  and  when  injury  files  are  consolidated  with  the 
personnel  history  folders,  the  above  disposal  authority 
will  not  operate!  the  records  will  be  disposed  of  i^hen 
disposition  is  made  of  tbs  history  folder© 

(b)  Federal  Fire  Council  Report  (FFC*3)o  Now  Std©  form  92, 
Supervisors*  Report  of  Accident© 

This  includes  correspondence,  data,  forms© 

Record  Copys  The  file  in  the  State  Office© 

Disposes  Five  years 

(c)  Blasters*  Certificates  and  Examinations 

This  includes  records  regarding  explosives,  their  use,  and 
related  correspondence© 

Dispose;  All  copies  upon  expiration,  revoca= 
tion,  or  cancellation© 
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(1)  Record  of  Blasters*  Certificates 

A record  of  the  certificates  issued* 

(d)  Drivers*  License 

Includes  test  and  related  correspondence 
Exanples  AD=103  - Employee *s  License 

Dispose?  Upon  cancellation  or  expiration 

(e)  Reports 

The  **Fleet  Contest  Report*’  and  AD=13$p  Monthly  Summary 
of  Circumstance  and  Cause  of  Injiary^  Exanple  (AD“13^)^ 
are  monthly  reports  submitted  by  the  State  Offices 
and  are  summarized  by  the  Washing.ton  Safety  and  Health 
Section  monthly  and  annually* 

Record  Copy?  Washington  Office  and  State  Office* 
Dispose;  Monthly  reports  ~ 5 years 

(f ) General  Classified  Correspondence 

Correspondence  relating  to  safety  and  health  work  in 
general  = including  such  subjects  as  sanitation!  fire 
p^tectionj  protection  against  personal  injury^  as 
the  use  of  goggles,  grinders,  power  equipment,  drinking 
fountains,  governors  for  automobiles,  heat  prostration! 
disease!  Safety  Committee  Meetings* 

Record  Copy?  Washington  and  State  Office* 

Dispose;  All  copies  »=  five  years* 

30*  Personnel  Training 

These  records  relate  to  the  training  aid  orientating  of  new 
enployees  so  far  as  their  duties,  responsibilities,  and 
privileges,  as  far  as  their  work  in  the  Service  is  concerned 
to  counseling  aid  for  off  time  education  of  employees!  and 
to  training  standards  and  instruction  techniques  for  in= 
service  training© 

(a)  Letters  of  Inquiry  regarding  available  educational 
facilities 

Dispose;  Six  months 
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(b)  General  Classified  Correspondence 

Includes  the  development  of  standards  and  instruction  \ 

techniquesj,  policy^,  establishment  of  in-service  training 
centers  and  course  of  stuc^j,  orientation  of  new  employees ^ 
etCo  This  group  of  records  will  contain  some  processed 
and  printed  material o 

Record  Copyg  Washington  and  State  Office » 

Retain 

(c)  Reports 

No  regular  reports  are  requiredj  special  reports  of 
specific  activities  are  often  called  for®  Information 
from  such  reports  is  summarized  for  the  Service  as  a 
wholes 

Record  Copy*  Washington 
Retaing  Summary 

Disposes  All  other  copies  1 yearj  if  no  summary^  i 

retains  * 

31 o Automotive  Equipment  Records 

These  are  records  regarding  maintenance^  use^  management^  aid 
cost  of  operation  of  automotive  equipment^  including  all  types 
of  self  “propelled  vehicles  and  machines o These  records  will 
consist  of  forms^  reports^  correspondence  regarding  the  issuance 
and  consumption  of  and  accountability  for  fuel^  gas^  and  oil| 
inspection  and  repair  of  equipment^  authorizations  for  and 
records  of  use|  requests  for  usej  drivers  records|  tire  and 
vehicle  mileagei  reports  and  data  on  operating  costs|  and  re- 
lated records  o 

Although  these  records  all  relate  to  automotive  equipment^  due 
to  organizational  procedures^,  some  of  them  are  processed  by 
property  or  procurement  personnel© 

Sub-item  1° 

Records  Pertaining  to  Maintenance^  Use^  Management^  Automotive 
Supplies  and  Accountability  therefor 

E^ampl^sg 

Gas  and  Oil  Records  - as  SCS-=60l4.5  Dispensers  Daily  Record| 

SCS“6o5g  Summary  Issue  of  Gas  and  Oil|  RO-UTS^  Fuel  Record|  | 

Service  Station  Delivery  Tickets|  P=21^  Daily  Record  of  Army 
Gas  and  Oil  Issuei  ^^22^,  Continuous  Statement  of  Gas  on  Hand^ 


SCS  3-l»^U 


Administrative  Services  Division 


822  ol  Continued  ij.7 

Monthly  Siumnaries  of  Fuel  Deliveries  (Government  Owned  Tanks  )j 
Casing  Registers|  Interim  Inspection  Reports® 

SCS=180d  Inspection^  Auto® 

SCS‘=l8l5  Inspection^  Heavy® 

Fiscal“2ii^  Consolidated  Repair  Shop  Record 

F0=SCS=>100  =>  101^  Sixty  Day  Inspection  Records 

Request  for  use  of  Govemment-Ovmed  Auto  (sogo  R2=100|  R7-63| 

Orders  to  Release  and  Ret\irn  to  Storage  Notice® 

Motor  Vehicle  Inspection  (e®go  R2°12^  R7=100p  101)® 

Job  Cost  Report  (e®go  R2<=70)o 
Dispatchers  Record  (e®go  R2-73)o 

Loan  Records^  Agreements^  etc®  (other  Government  Agencies)® 
Included  are  all  related  documents^  correspondence^,  a|id  form^ 
(revised^)  new^  or  obsolete)® 

Disposes  One  fiscal  year  after  the  fiscal 
year  in  which  created® 


Exceptions* 

(a)  Does  not  include  any  annual  inspection  reports  submitted 
by  the  State  Office® 

Retain 

(b)  Gasoline  Delivery  Tickets  issued  by  privately-owped 
service  stations® 

Disposes  After  billing  verified 

(c)  Does  not  include  records  of  equipment  on  loan  to  Districts® 
Sub=>item  2» 

Request  and  Authorization  for  Private  Storage » 

Forms  or  memoranda  used  to  request  or  authorize  private  stor=° 
age  of  Government  vehicles® 

Disposes  Two  years  after  termination® 


Sub“item  3§ 

Records  pertaining  to  Reports  and  Summaries  of  Operation^  such 
as  Over=all  Mileage^  Cost  of  Operation^  Maintenance^,  etc© 
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This  is  a booklet  which  is  maintained  on  each  piece  of 
equipment  and  in  which  is  recorded  such  information  ag 
daily  mileage  or  hours  operated^  fuel  consuri5)tion^  quantity 
and  cost  of  lubricants^,  repairs  ^ partsj,  tires  ^ s tor  age 
etco  The  information  is  summarized  monthly  and  annually 
in  space  provided  in  the  bookleto  Each  booklet  is  con^jleted 
at  the  end  of  the  fiscal  year  and  is  filed  at  the  office 
at  which  the  eqxiipment  is  assigned© 

Disposes  One  year  after  end  of  fiscal  year 
in  which  created©  If  vehicle  is 
sold  to  other  than  government  agency^ 
the  booklet  may  be  disposed  of  as  soon 
as  the  amual  report  is  made  for  in= 
elusion  on  SF=>82o 

(b)  AD“188  Summary  Govemment=Ovmed  Motor  Equipment  (Obsolete) 
SF=82  Annual  Motor  Vehicle  Report 

A spread  sheet  for  periodic  (fiscal  year)  sijunmarization  of 
the  cost  of  operation  of  govermnent=>owned  motorized  equip= 
mento  This  form  is  designed  to  report  on  either  large  or 
small  fleets© 

Record  Copyg  The  copy  filed  in  the  Washington  Office© 

Retains  Record  copy  five  years  and  transfer 
to  Federal  Records  Center© 

Disposes  All  other  copies  three  years> 

(c)  SCS=19i4-  Cost  of  Operation  of  GcvernmentK)wned  Equipment© 
AD-=187A  (This  form  will  replace  the  SCS=>lyU) 

The  SCS^iyli  is  a U X 6 card  which  summarizes.,  monthly  and 
annually  I,  the  entries  from  AD=l87j  the  Al>^l87A  is  a tear= 
out  sheet  in  the  bookie  tc,  AD“187d  and  is  provided  for 
agency  use  in  periodic  reporting© 

Record  Copyg  The  copy  filed  in  the  State  Offices© 

Disposes  One  fiscal  year  after  the  fiscal 
year  in  which  created© 

(d)  Includes  for  (a)^,  (b)  and  (c)  all  related  correspondence© 
Exception  to  Sub=item  3 s 

(a)  Does  not  include  any  record  which  is  a part  of  the  equipment 
operation  plan  between  Soil  Conservation  Service  and  a 
District© 
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I 

j 32 0 Disposition  of  Records  for  Land  Utilization  Projects  which 

are  Transferred  to  Another  Federal  Agency 

1 

Land  Utilization  Records  were  transferred  to  Forest  Service 
on  January  195 

33  o Cartographic 

The  records  of  this  Division  relate  to  the  control^  compila« 
tion,  and  reproduction  of  maps  and  the  furnishing  of  map 
service  for  use  in  operations  connected  with  soil  erosion^ 
water  control^  sound  land  use^  and  managemento  The  Washing- 
ton and  Field  Offices  will  perform  many  of  the  same  types 
of  services^  although  certain  areas  are  restricted  to  the 
Washington  Office^  e©  go  Aerial  Photography®  In  addition^ 
the  Washington  Office  inspects  and  maintains  standards  and 
fornPilates  policy  and  procedure®  The  record  copy  will  be 
defined  for  each  sub-iteiHo 

Sub-item  Is 

Cost  Accountings  These  records^  created  as  a result  of  Budget 
Bureau  regulationso  reflect  the  cost  of  operation  for  the 
construction  of  planimetric  and  topographic  maps©  Such 
figures  are  used  to  determine  reimbursable  charges  for  work 
done  for  other  Government  Agencies  and  to  prepare  current 
Budget  estimates o The  subsidiary  records  created  in  cost 
accounting  are  summarized  in  the  Quarterly  Report  to  the 
Bureau  of  the  Budget  (Form  P-1)  submitted  to  the  Bureau  of 
the  Budget® 

I 

< Ao  Types  of  Forms  and  Data  (subsidiary) 

Monthly  Yiork  Reports^  e®  go  SCS-729 

Semi-Monthly  Work  Reports^  Control  Survey^  e®  g®  SCS-705 

Material  Reports 

Carto  1^  5 axid  6 Time  Reports 

Included  are  all  related  forms  (revised^  new  or  obsolete)^ 
data^  notes^  reports^  and  correspondence o 

Record  Copyg  Washington  and  Field  Offices® 

Disposes  One  year  after  preparation  of  Form  P-1 

B*  New  Cost  Accounting  Procedure  to  be  placed  in  effect  dur- 
ing 1914-7  fiscal  years 

These  records  will  have  the  same  basic  purpose  as  those 
described  above^  and  will^  in  addition^  provide  the  Soil 
Conservation  Service  with  certain  statistical  data  of 
use  in  determining  work  flow  and  production  efficiency© 
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Mark  Sensing  Cards  (IBM) 

Statistical  Summary  Card  (IBM) 

Record  Copys  Washington  and  Field  Officeo 

Disposes  Three  years  after  pt^eparation  of  Form 
P=1 


Co  Form  P=1  = Planimetric  and  Topographic  Map  Production 
Quarterly  Reports 

This  report  is  submitted  to  the  Budget  Bureau* 

Record  Copys  Washington  Office « 

Disposes  All  copies  ^ years* 

Sub“item  2s  Requisitions 

All  formS|,  including  correspondence^  used  for  requisitio;ning 
maps  and  other  cartographic  services  from  the  Division  of 
Cartographyo 

Examples  of  Documents g 

SCS^lB  Requisition  to  Cartographic  Division  of  Soil  Conser= 
vation  Service 
SCS'-S?  Drafting  Request 

SCS=600  Request  for  Aerial  Photos  for  Districts 
SCS^=601  Request  for  Cartographic  Services 
SCS-603  Shipping  Memo 
SCS“6?0  Requisition  for  Drafting  Work 

ATh’lk  Requisition  Form  « when  used  by  the  Field  Office  or 
the  Board  of  Supervisors  of  a Soil  Conservation 
District  for  ordering  aerial  photos  for  which  a 
charge  will  be  made  (the  first  set  of  photos  is 
supplied  free)o 

Included  are  all  correspondence ^ forms  (revised^  new  or  obsolete) ^ 
and  other  requisitions  which  relate  to  the  above  function© 

Record  Copyg  Office  filling  requisition® 

Disposes  Two  years 

Sub-=item  3 s Reports 

A*  Status  Maps 

Annual  Report  (June  30)  to  the  Budget  Bureau  shewing  plani- 
metric and  topographic  work  completed©  This  is  a map  pre=- 
sentation  and  is  prepared  as  an  overlay  of  a standard  base 
map© 
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Record  Copyg  Washington  Office* 

Retain 

Bo  Proposed  Operation  of  Mapping 

Armual  Report  (March  31)  to  the  Budget  Bureau  showing 
proposed  operations,  also  a map  presentations 

Record  Copy;  Washington  Office® 

Retain 

Cs.  Scheduled  Operations 

Annual  Report  to  Budget  Bureau,  includes  both  a map 
presentation  and  explanatory  narrative  statement® 

Record  Copy;  Washington  Office* 

Retain 

D»  Progress  of  Operations 

Quarterly  Report  to  Budget  Bureau,  includes  both  map 
presentation  and  narrative  statement 

Record  Copy?  Washington  Office 

Retain 

Eo  Equipment  Ir/ventory  and  Capacity 

Report  to  Budget  Bureau  as  equipment  is  obtained  or 
disposed  of. 

Record  Copy*  Vfashington  Office 
Retain 

F®  Annual  Report  to  Administrator 
Record  Copy;  Where  prepared® 

Retain 

Sub -item  Us  Map  'ontrol 

Records  relating  to  the  control  of  mapping  operations® 
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Ao  (1)  Job  Planning;  Certain  records  such  as  maps  and  photo- 
graphs are  reference  material  maintained  by  the  Map  Files 
and  are  borrowed  from  these  files  as  neededo  Existing 
ground  control  records  and  related  correspondence  are  to 
be  maintainedo  Other  correspondence  and  data  collected  by 
the  Map  Control  Section  in  planning  each  map  job  are  the 
only  records  considered  for  disposal® 

Record  Copy;  Office  planning  the  jobo 

Dispose;  One  year  after  job  comp3e  tion® 

(2)  Tabulated  Record  of  Control 

Retain 

Bo  (1)  Field  Notebooks;  (The  procedure  for  the  preparation 
and  filing  of  these  notebooks  is  standard  throughout  the 
Service o) 

Retain 

(2)  Computation  Forms  and  Data;  This  is  a collection  of 
forms 5 the  information  on  which  is  derived  from  the  data 
in  the  field  notebooks e The  purpose  of  the  forms  is  to 
make  for  standard  and  efficient  calculations® 

Examples; 

Azimuth  Computation,  as  SCS=708 

Computation  of  three-point  problem 

State  System  of  Plane  Coordinates,  as  SCS-72^ 

Map  Projection  Data,  as  Car to®  ih 
Lambert  Projection,  as  SCS-U2 
Plane  Coordinates,  as  SCS-^hl 
Geodetic  Positions,  as  SCS-hh 
Transverse  Mercator  Projection,  as  SCS-h? 

Geographic  Coordinate  Computation,  as  SCS-703 

Plane  Coordinate  Computation,  as  Carto®  l6 

Auxiliary  Control,  as  SCS-=702 

Record  of  Control  Survey  Station,  as  SCS-i;6 

Included  are  all  correspondence,  forms  (revised,  new  or 

obsolete),  reports  and  other  data  which  are  related  and 

used  in  the  above  fashiono 

Record  Copy;  Office  making  computation 

Dispose;  Five  years  after  job  con^jie  tion® 

Sub-item  Map  Compilation  (Planimetric,  Topographic,  and 
Aerial) - 

Records  relating  to  the  compiling,  editing,  and  production  of 
SCS  3-1-^U  mapso 
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A«  Photo  gramme  trie  Coii5)iling  (Multiplex):  Work  done  on 

manuscript  maps®  Only  record  herein  considered  will 
be  correspondence  regarding  accuracy  and  specifications 
in  photo gramme trie  compiling o 

Record  Copy:  Office  doing  work* 

Retain 

Diapositives  (Aerial  Photo):  These  are  arranged  by 

counties  and  projects© 

Dispose:  Five  years 

Ce  General  Correspondence  Regarding  the  Work^  excepting 
that  which  pertains  to  accuracy  and  specifications© 

Record  Copy:  Office  doing  works 

Dispose:  ,i  ive  years 

D»  Blue  Line  Copies  of  Maps  on  Metal  Mounts  (Plates): 

These  are  the  final  products  prepared  from  the  Manu- 
script maps®  All  notations  and  manuscript  correc- 
tions appear  thereon;  they  have  been  edited;  soils 
classification  (legend  or  color)  have  been  placed 
thereon;  and  copies  of  the  maps  are  prepared  there- 
from® These  are  the  base  maps  plus  the  necessary 
overlays  ® 

Retain 

E*^  Aerial  Photographs  Used  in  Compilations 

These  are  the  Map  Compilation  Section  copies^  pre- 
pared from  the  Negatives,  which  are  used  in  the  com- 
pilation of  maps  and  photomaps  (mosaics)®  After  the 
compilation  is  conpleted  and  the  finished  product  is 
a matter  of  record,  these  working  tools  are  no  longer 
of  any  value®  Soils  data,  used  in  compiling  these 
maps,  are  filed  in  the  Conservation  Surveys  Division® 

Disposes  One  year  after  job  completion® 

F,  Soils  Capability  and  Glassification  Legend  Data; 

This  is  material  supplied  by  other  divisions  of  the 
Service  and  is  used  in  making  maps  with  the  proper 
legends®  All  such  material  received  by  the  Cartographic 
Division  is  worked  up  into  a useable  table,  copies  of 
which  are  supplied  the  originating  offices© 
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Dispose:  One  year  after  job  completion. 

G*  Accessory  Maps  and  Data  Developed  by  Map  Compilation; 

This  material  is  used  in  placing  certain  conservation  and/ 
or  other  land  use  information  on  the  final  maps* 

Examples; 

Hand  colored  photostats  showing  land  capability.  Other 
types  such  as  acetates  showing  land  use® 

Note;  Included  for  all  sub-items,  A - G,  are  related  corres- 
pondence o 

Dispose:  One  year  after  job  completed® 

Sub-item  6;  Forms  having  no  Record  Value; 

Negative  Charge  Slip  - Destroy  when  negative  is  returned® 

Check  List  of  Map  Symbols* 

Index  Card  to  Map  File  (SCS-70U) 

Record  of  Drawing  Numbers. 

Notification  of  Maps  Ordered®  (This  is  sent  to  person  order- 
ing map  at  the  time  the  purchase  order  is  issued  - SCS-730)o 
Film  Index  File  - Index  to  Aerial  Photo  Negatives,  used  to 
locate  film  in  order  to  reproduce  aerial  photo  of  any  area® 

This  is  an  index  to  all  flying  done  regardless  of  whether  it 
was  done  under  Soil  Conservation  Service  or  another  Agency 
(Government  or  private)© 

Sub-item  7;  Reference  and  Record  Files 

Aerial  Photo  Negatives® 

Retain 

Tracing  File;  These  are  tracings  on  linen,  paper,  etc®,  of 
maps,  drawings,  illustrations,  structures  equipment,  etc© 

Examples; 

Personnel  Organization  Charts 
CCC  Maps 

Samples  of  maps  for  various  operational  phases 

Illustrative  charts,  as  educational,  production,  training,  etc® 

Retain;  Master  copy  or  original  tracing® 

Dispose;  All  other  copies  five  years  after 
date  of  preparation® 
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Notei  ViOien  tracings  of  maps^  charts^  drawings^  etCo,  become 
obsolete^  they  should  be  transferred  to  the  appropriate 
Federal  Records  Center  serving  each  State®  When  approval  is 
requested  for  such  transfer  from  the  Washington  Records 
Officer^  a list  showing  the  material  to  be  trarsf erred  should 
be  furnished®  This  list  will  be  forwarded  to  the  Chief i, 
Cartographic  Records  Branchy  National  Archives^  for  h4-S  use 
in  analyzing  the  material  at  some  fut\2re  date  for  possible 
preservation  in  the  National  Archives®  It  should  be  under- 
stood  by  each  Administrative  Officer  that  the  final  determi- 
nation on  what  is  to  be  transferred  to  the  Federal  Records 
Center  is  to  be  made  by  the  Chief,  Cartographic  Field  Branch, 
Division  of  Cartography®  If  material  to  be  retained  ^y  SCS 
becomes  voluminous,  the  services  of  the  Federal  Records 
Center  may  be  used® 

Map  Files  Reference  file  of  maps  produced  by  the  Division 
and  certain  maps  acquired  by  the  Division® 

Retain 

District  Folders  This  file  consists  of  a folder  set  up 
for  each  Soil  Conservation  District®  It  contains  copies 
of  the  maps  of  the  area,  from  its  inception  to  the  present, 
and  includes  all  maps  which  show  any  changes  in  the  District® 
A copy  of  SCS'^00,  Request  for  Aerial  Photo,  is  usually 
included  in  this  District  folder®  This  file  is  used,  among 
other  things,  for  the  purpose  of  keeping  wall  maps  up  to 
date® 


Retain 

Sub-item  8g  Aerial  Survey  and  Mosaic  (photo  map)s 
A®  Job  Folders 

This  folder  is  set  up  by  aerial  photographic  jobs  and 
contains  a copy  of  the  contract,  flight  maps,  weather 
conditions  reports,  flight  records,  crew  information, 
inspection  reports,  acceptance  and  rejection  notices, 
correspondence,  etc®  The  copies  of  the  contracts  are 
particularly  important,  since  they  contain  certain 
technical  information  which  is  of  use  in  interpreting 
or  explaining  the  photos®  For  example,  they  will  con- 
tain information  on  the  type  of  lens  used,  the  serial 
number  and  make  of  the  camera,  the  height  at  which 
flown,  the  flight  pattern,  etc© 

Retain 
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B,  Job  Orders  (SCS-18); 

If  requests  for  aerial  photos  are  not  received  on  Form 
SCS-lSj  such  form  is  prepared  by  the  Division  for  the 
purpose  of  uniform  administrative  and  operational  pro- 
cedures® Attached  to  these  forms  will  be  relative  corres- 
pondence ^ dataj  and  other  forms® 

(1)  Job  orders  from  or  for  Districts® 

Retain 

(2)  All  other  job  orders® 

Disposes  Two  years. 

C®  Daily  Time  Reports  such  as  Carto.  1; 

This  form  is  used  for  shovring  daily  work  activity  in 
Service  Drafting  and  map  compilation  sections®  It  serves 
as  a spread  sheet  in  summarizing  information  later  recorded 
on  other  forms®  (Used  in  lieu  of  SCS-^Ol)® 

Dispose:  One  year  after  year  in  which 

created® 

De  Photo  Maps  (Mosaics): 

This  file  contains  the  original  order,  some  corres- 
pondence, and  ratio  sheets.  After  the  job  is  completed 
some  of  the  papers  in  this  file  will  be  transferred  to 
the  permanent  job  folder®  The  remainder  is  considered 
for  disposal®  This  is  a Production  Work  File® 

Dispose:  One  year  after  job  completion. 

E.  Negative  Inspection  Report: 

Used  to  record  inspection  of  negatives  as  they  are  issued 
or  are  returned  from  loan. 

Dispose:  Six  months. 

F.  Glass  Plate  Negatives  for  Aerial  Photos: 

They  differ  from  the  planimmetric  negatives  (glass  plate) 
mentioned  in  Sub-item  9A. 

Retain 
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Sub-item  9;  Map  Reproduction 
A.  Glass  Negatives 

These  are  prepared  from  blue  line  copies  and  are  used 
to  make  the  press  plates  from  which  planimmetric  maps 
are  printeds  These  glass  negatives  deteriorate  in  a 
relatively  short  time* 

Dispose:  One  year  after  job  completion 

B*  Job  Order  (SCS-l8)  Long  Term  Job 

Dispose:  Five  years 

Short  Job  Orders 

Dispose:  One  year 

Note:  It  should  be  observed  that  certain  reqiiisition 

forms  such  as  SCS-18  will  be  mentioned  in  several  places 
in  this  portion  of  the  schedule®  This  has  been  found 
necessary,  due  to  the  fact  that  the  form  is  used  oper- 
ationally as  a production  record  and  for  that  reason 
different  time  periods  for  its  retention  are  assigned s 

C*  (R-2)  Negatives  of  Conservation  Survey  Map  of  Individual 
Farms 

These  are  prepared  from  overall  conservation  s\xrvey 
sheets  and  are  used  in  the  farm  plan* 

Dispose:  Sixty  days  after  completion  of  job. 

Sub-item  10:  Aerial  Photographs 

A.  Original  Field  Survey  Sheets  Showing  Soil  Conservation 
Surveys  Data  (Any  Scale) 

These  records  are  the  primaiy  source  materials®  They 
include  field  annotated  aerial  photographs,  original 
planetable  field  survey  sheets,  inked  acetate  overlay 
sheets,  and  such  other  records  showing  soil  conserva- 
tion surveys  as  have  been  compiled  or  annotated  in  the 

fields 

Soil  Conservation  Surveys  are  made  by  Soil  Conservation 
Service  personnel  while  examining  and  studying  land  con- 
ditions on  the  ground*  A typical  Soil  Conservation  Sur- 
vey includes  a determination  of  soil,  slope,  erosion, 
land  cover  and  other  related  land  features  such  as  fre- 
quency of  overflow,  wetness,  salinity  and  stoniness a 
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This  information  is  recorded  in  the  field  on  the  folio-wing 
materials  in  approximately  the  following  breakdown; 

9Q%  » o o c Directly  on  Aerial  Photographs 
1%  » o » o Planetable  Sheets 

1/2^  o e o Acetate  Sheets  (overlayed  on  Aerial  Photographs) 
l/2^  . <,  o Miscellaneous  Base  Maps 

All  surveying  is  converted  to  Aerial  Pho-bography  as  rapidly 
as  photographs  become  available » 

Retain;  These  are  permanent  records  and  are  to 

be  handled  as  such.  They  will  be  trans- 
ferred to  the  National  Archives  or  Federal 
Record  Cen-ber  vdien  they  are  no  longer 
needed  in  the  Operations  Program  of  the 
Soil  Conservation  Service® 

Bo  Work  Copies,  Photographic  or  0"bher,  at  Any  Scale,  Made 
From  Originkl  Field  Survey  Sheets  Showing  Soil  Conserva- 
tion Surveys  as  Described  Above; 

These  are  temporary  work  copies  utilized  by  Service  tech- 
nicians in  various  phases  of  Service  work®  They  do  not 
include  so-called  original  field  survey  sheets* 

Dispose;  To  be  destroyed  when  they  become  excess 
or  surplus  to  the  needs  of  the  Soil  Con- 
servation Service® 

C®  Aerial  Photographs,  Any  Scale,  Plain,  Those  Showing  No 
Original  Data  of  Any  Kind; 

Aerial  photographs  are  obtained  on  a basis  of  a full  cover- 
age for  a soil  conservation  district®  Some  of  them  may 
not  be  used  for  various  reasons  such  as  (1)  unusual  activity 
in  certain  portions  of  a soil  conservation  district;  (2) 
the  establishment  of  priorities  by  soil  conservation  district 
supervisors;  (3)  rapid  changes  in  land  use;  and  (U)  in- 
sufficient Soil  Conservation  personnel® 

Dispose;  To  be  destroyed  when  they  become 
excess  or  surplus  to  the  needs  of 
the  Soil  Conservation  Service  ® 
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D«  Aerial  Photographs,  Any  Scale,  Showing  Planned  Conser« 
vation  Treatment  for  individual  Farmsi 

These  photographs  are  used  as  a working  tool  in  carry* 
ing  out  the  Conservation  Planning  Program  of  the  Ser- 
vice o They  do  not  constitute  permanent  record  infor- 
mationo 

These  photographs  are  used  for  making  individual  conser- 
vation farm  plans©  The  Soil  Conservation  Service  tech- 
nicians record  on  these  photographs  farm  and  field 
boundaries,  field  numbers,  acreage,  land  use,  land  cap- 
ability information  and  any  other  physical  features, 
such  as  roads,  drains,  ponds,  windmills,  etc®  The 
completed  farm  plan  is  filed  with  the  Farmer-District 
Agreement  and  thus  becomes  a District  records.  It  is 
an  agreement  made  between  the  farmer  and  the  District© 

The  photographs  are  filed  at  various  levels  in  the 
Sejrvice  for  information  purposes  and  have  no  official 
record  value© 

Disposes  To  be  destroyed  when  they  become 
excess  or  surplus  to  the  needs  of 
the  Soil  Conservation  Service© 

Ee  Permanent  Record  Set  of  Published  Map 

One  copy  of  each  edi.tion  or  variant  thereof  of  each 
map  published  in  or  by  the  cartographic  Division, 

Soil  Conservation  Service,  Beltsville,  Md©,  is  a 
permanent  record  and  will  be  transferred  to  the 
National  Archives  periodically  - permanent  record 
copies  of  all  maps  published  within  a calendar  year 
are  to  be  transferred  as  a unit  to  the  National 
Archives  within  the  first  six  months  of  the  following 
year© 

3U®  Records  and  Reports 

This  item  covers  records  and  reports  which  are  prepared  on 
a Service-wide  basis  and  cross  divisional  and  functional 
lines©  Their  submission  is  periodic  and  their  preparation 
has  been  standardized  by  Service-wide  procedure  and  the  use 
of  numbered  forms©  The  purpose  of  this  reporting,  which  is 
kept  to  a minimum,  is  (1)  to  maintain  a balance  between  the 
work  planned  and  accomplished;  (2)  reporting  progress;  (3) 
budget  preparation;  and  (U)  for  current  information  (as 
annual  reports,  data  for  conservation  educational  material, 
etc©)®  In  addition,  it  provides  a basis  for  orderly 
scheduling  of  work  and  for  the  effective  placement  of  person- 
nel, equipment,  planting  stock,  and  materials© 
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Sub-item  !•  Technical  Time  Records  (not  for  payrolling  pur- 
poses) 

(a)  SCS-190  Field  Diary 
SCS-192  Activities  Record 

These  are  booklets  designed  for  the  use  of  personnel 
assisting  Districts  in  keeping  dally  records  of  work  done 
and  use  of  official  time« 

Disposes  One  year  after  the  last  entry  is  made* 

These  records  may,  if  desired,  then  be 
turned  over  to  the  individuals  creating 
them*  Authority  for  such  transfer  is 
contained  in  a letter  dated  July  31,  19U6, 
from  the  National  Archives,  reference 
case  3U6“N3o 

(b)  SCS“501  Monthly  Time  Record 

A monthly  summarized  record  which  accounts  for  each  tech- 
nician's timso  This  form  provides  columns  for  the  class! 
fied  time  distribution  according  to  activities  in  which 
soil  conservation  technicians,  assisting  soil  conserva- 
tion districts,  are  engaged© 

Disposes  Two  years  after  fiscal  year  in  Tnhich 
created© 

(c)  Included  is  aH  related  correspondence  for  (a)  and  (b) 

Sub-item  2s  Accomplishment  Records 

(a)  SCS-196  Record  of  Practices  Planned  and  Applied,  for- 

merly Suggested  Order  of  Establishment  of 
Practices© 

This  form  is  designed  to  record  for  individual  farms  and 
soil  and  water  conservation  practices  planned  for  and 
applied  on  cooperating  farms,  by  years  and  by  fields© 

SCS=198  Individual  Land  Conversion 

A record  for  each  farm  or  ranch,  summarizing  land  use 
before  and  after  planning  for  soil  and  water  conservation 
it  sets  forth  the  type  of  planned  conversions  and  shows 
the  ownership  of  the  land® 

Record  Copyg  The  copy  filed  at  the  Work  Unit  or 
Area,  either  in  the  Farmer-District 
Agreement,  or  separately© 
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Included  is  all  related  correspondence® 

Disposes  Five  years  after  termination 
of  Farmer^District  Agreement© 

(b)  Sample  Land  Conversion  Summaries  for  each  District 
including  State  Summaries 

Record  Copys  The  copy  filed  in  the  Washington 
Office® 

Retains  Five  years  and  transfer  to 
Federal  Records  Center® 

(c)  SCS-197  and  197a  Record  of  Obligations  and  Work 
Completed 

This  is  a summary  of  practices  planned  and  applied 
on  individual  farms®  It  is  designed  for  the  use  of 
the  Work  Unit  in  reporting  semi“»annually  the  practices 
planned  and  the  amounts  accomplishedo 

Record  Copy®  The  copy  filed  in  the  Area  or 
Work  Unite 

Disposes  Eight  years  after  the  calendar 
year  in  which  created  (date  of 
first  authority  determines  calendar 
year  in  which  created)  or  three 
years  after  date  of  last  entry® 

Notes  These  forms  have  considerable  value  since  they 
constitute  a record  of  the  work  done  on  each  farm  and 
totals  for  each  Work  Unit  or  parts  thereof©  Although 
disposal  may  be  made  cf  the  bilLk  of  these  records^  it 
is  quite  possible  the  National  Archives  will  be  inter- 
ested  in  some  sort  of  a sample  or  cross  section  record© 

Sub-item  3s  Progress  Reports 

(a)  SCS-195  work  Report  formerly  Work  Record 

This  form  is  designed  to  report  the  number  of  farm 
conservation  plans  prepared^  the  number  of  acres 
planned  and  treated^  the  major  soil  and  water  conser- 
vation practices  (on  farm  and  ranch  plans)  planned 
and  applied^  and  distribution  of  technician’s  time^ 
and  conserve tion^  range ^ and  other  types  of  surveys 
made® 
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(b)  SCS-19^a  Work  Report  on  Group  Enterprises 

This  form  is  designed  to  report  requests  received, 
preliminary  reports  made,  job  plan  estimates  and  job 
plans  completed,  major  soil  and  water  conservation 
practices  planned  and  conpleted,  technical  and  other 
assistance  given,  and  the  names  of  the  jobs  planned 
and  conpletedo  A separate  SCS-195a  is  prepared  for 
each  of  the  following  conservation  group  enterprises? 

Group  Drainage 
Group  Irrigation 
Group  Flood  Control 
Special  Erosion  Control 

(c)  SCS“195b  Work  Report  on  Flood  Control 

This  form  is  used  to  report  flood  control  prevention 
activities  in  authorized  watersheds© 

(d)  SCS-200  Progress  Report  on  Agricultural  Conservation 

Program  Work 

This  report  is  prepared  for  each  County  where  the  Soil 
Conservation  Service  has  accepted  technical  responsi- 
bilities for  AGP  permanent^type  practices  o It  contains 
information  showing  the  amounts  of  practices  applied  or 
installed  on  farms  of  AGP  participants.  It  also  shows 
the  number  of  requests  referred  to  and  serviced  by  SCS 
and  the  number  of  man  hours  used  by  Soil  Conservation 
Service  technicians© 

Each  State  Office  will  prepare  State  Summaries  from  the 
County  Reports  and  forward  them  to  the  Washington  Office© 

Record  Copy*  The  copy  filed  in  the  Washington  Office© 
(Includes  each  District  Report,  also  the  State,  and 
National  Summaries  of  both  SCS*=195  a & b and  SCS-200) « 

Retain 

Disposes  All  other  copies,  15  years  after 

report  is  prepared  or  after  termina- 
tion of  District,  whichever  is  the 
shorter  period© 

(e)  SCS^lS?  Progress  Report  - Water  Conservation  and 

Utilization  projects 

This  report  is  by  project  aid  contains  information  on 
the  status  of  land  development  (in  terms  of  irrigable 
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or  non-irrigable,  together  with  the  amounts  of  money 
spent  and  also  including  surveys  and  some  principal 
practices),  development  contracts  on  non-acquired  land 
including  plans  prepared,  contracts  let,  cost  and 
method  of  payment,  and  skLes,  tenure,  and  settlement 
of  acquired  water  conservation  and  utilization  land, 
including  units  sold,  units  ready  for  sale,  leases, 
temporary  permits® 

Retain;  Five  years  after  termination  of 
Project  and  transfer  to  Federal 
Records  Center® 

(f ) Surveys U 

This  form  contains  a record  of  conservation  surveys 
by  periods  and  survey  areas® 

Record  Copy;  The  copy  filed  in  the  Washington 
Office® 

Retain;  Three  years  and  transfer  to  Federal 
Records  Center® 

S\ib-iteiii  Ut  Special  Forms  used  within  the  State  for  Records 
and  Reports 

(a)  Forms  designed  to  collect  information  regarding  progress 
or  achievements,  and  which  are  used  only  for  State  pur- 
poses® They  may  include  such  data  as  time  spent  in  plann- 
ing and  operating,  type  of  activity''  (irrigation,  drainage, 
flood  control,  etc®),  number  of  farm  plans  con5)ieted  and 
to  be  done,  work  load,  equipment  use  schedule,  and  nursery 
production  and  plantings  by  species® 

(b)  Monthly  Progress  Reports 

These  will  vary  slightly  by  States  and  in  some  cases 
are  adaptations  of  the  now  obsolete  SCS-199  “ Monthly 
Progress  Report®  They  are  used  normally  to  report 
monthly  accomplishment,  and  in  some  cases,  distribu- 
tion of  technical  time© 

Dispose;  All  copies  - one  year  after  the 
fiscal  year  in  which  created® 
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Sub-item  Organization  of  Soil  Conservation  Districts 

(a)  Form  1 and  la  - Information  Concerning  Soil  Conservation 
Districts  created  and  in  process  of  being  created*  These 
are  basic  records  of  District  organization,  within  each 
State* 

Retain;  All  copies 

(b)  Form  2792-a,  c,  and  d 

These  forms  are  designed  for  reporting  status  of  Districts 
Organization,  inclusion  of  additional  territory,  and 
members  of  District  governing  bodies*  Forms  2792a  and  b 
are  related  to  Form  1 and  la,  in  that  they  supply  data 
for  each  individual  District. 

Record  Copy;  The  copy  filed  in  the  Washington  Office 

Retain®  Five  years  and  transfer  to  Federal 
Records  Center* 

(c)  District  Supervisor's  Annual  Report 

These  are  prepared  by  the  District  Supervisors  for  the 
pu2?pose  of  reporting  to  the  people  of  the  District*  Pur- 
suant to  the  memo  of  understanding  between  the  Department 
of  Agriculture  and  each  District,  a copy  of  their  annual 
report  is  provided  the  Department. 

Record  Copy;  The  copy  filed  in  the  Washington 
Office  o 


Retain 


Sub-item  6g  Obsolete  Forms  Used  in  Reporting  Training  Activities, 
Work,  and  Progress  Reports 


SCS-30  Training  Activities 

SCS-31  Training  Activities 

SCS-67  Individual  Monthly  Progress  Reports 

SCS-67a  Individual  Semi-Monthly  Work  Report  (Conservation 

Survey) 

SCS“67b  Individual  Monthly  Work  Report  (Conservation  Survey) 
SCS-68  Consolidated  Semi-Monthly  Work  Report 

SCS-89  Supplemental  Semi-Monthly  Progress  Report 

These  forms  were  used  up  to  about  19U0  - 19iA<>  Information  on 
them  has  been  summarized  in  overall  statistical  records  aid  is 
the  type  of  information  no  longer  used  or  needed*  Refinements 
of  procedures  and  reporting  techniques  have  led  to  the  develop- 
ment of  more  efficient  recording  and  reporting.  For  exanple. 
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considerable  information  collected  by  the  use  of  some  of 
the  above-mentioned  forms  is  now  reported  on  SCS-19^® 

Dispose;  All  copies  five  years  after 
date  of  creation® 

3^®  Routine  Correspondence 

This  item  is  concerned  with  correspondence^  only^  (letters, 
memoranda,  etc®)  or  forms  which  serve  in  lieu  of  corres- 
pondence ® 

Ae  Visits,  Itineraries,  Travel 

Includes  arrivals,  departures,  itineraries,  changes  in 
travel  plans,  reservations,  proposed  visits,  purpose 
of  visits,  acknowledgements,  letters  of  introduction, 
e tc  o 

B*  Letters  and  Follow-Ups  on  Routine  Matters 

Includes  requests  for  such  information  as  reason  for 
delay  in  the  submission  of  a routine  report,  request- 
ing the  mailing  of  required  forms  which  for  one  reason 
or  another  have  not  been  submitted,  reasons  for  delay 
in  taking  routine  actions;  statements  regarding  inten- 
tion to  supply  material,  equipment,  photographs,  maps, 
or  the  reason  for  the  inability  to  supply  the  same; 
letters  calling  attention  to  slight  errors,  as  dis- 
crepancies in  figures,  totals,  etco,  requests  for- 
identifying  information,  as  license  plate  numbers, 
property  numbers,  etc®;  requests  for  blank  forms j 
and  similar  and  related  material  provided  any  record 
mentioned  above  is  not  necessary  to  validate  or  conh= 
plete  a legal  record  or  document  or  is  not  a part  and 
parcel  of  an  established  case  file© 

C.  Instructions  Regarding  Use  of  Manuals,  Handbooks,  Regu- 
lations, Clarifying  Instructions 

Includes  correspondence  regarding  and  containing  in- 
structions and  information  issued  pursuant  to  established 
rules,  regulations  and  procedures  which  do  not  involve 
a basic  interpretation  of  the  same;  letters  calling 
attention  to  errors  made  as  a result  of  not  following 
manuals,  handbooks,  or  memoranda  or  letters  requesting 
manuals,  handbooks,  or  memoranda;  letters  explaining 
how,  why,  and  when  to  do  things  by  making  reference  to 
detailed  existing  instructions,  etc®,  provided:  such 
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records  are  not  an  integral  part  of  an  established  case 
file. 

D.  Requests  for  Publications,  Their  Distribution 

Includes  information  supplied  regarding  a publication  which 
may  be  availablei  literature  Ydiich  is  available;  cost  or 
distribution  of  publications,  books  and  the  like;  procedure 
neceseary  to  obtain  books,  publications,  magazines,  etc.; 
citations  from  publications,  requests  for  additional  copies, 
catalogs,  etc.,  requests  to  be  put  on  a mailing  list;  corres- 
pondence regarding  rough  drafts,  aid  related  material.  Not 
included  in  this  item  are  bibliographies,  refereltee  indexes, 
digests,  briefs  and  the  like,  but  correspondence  regarding 
such  material  is  included. 

E.  Meetings 

Includes  correspondence  re  notices  of  meetings,  purpose  of 
meetings,  proposed  agenda,  attendance  at  meetings,  time  and 
place  of  meetings,  program,  in  short,  all  correspondence 
regarding  meetings  except  the  minutes.  Not  included  is 
correspondence  which  has  to  do  Tfith  the  development  of  meet- 
ings as  a part  of  program  attainment,  objectives  desired 
and  anticipated,  and  actual  policy  laid  down  by  responsible 
officials  regarding  the  Service's  obligations  and  responsi- 
bilities in  connection  with  meetings. 

F.  Visual  Information 

Requests  for  pictures,  numbering  of  photographs,  booking 
of  motion  pictures,  use  of  lantern  slides,  display  posters, 
requests  for  film  strip,  and  related  material. 

G.  Technical  Assistance 

Correspondence  regarding  requests  for  technical  assistance 
at  the  site  of  operations.  This  correspondence  is  directed 
to  technical  specialists,  survey  supervisors,  State  Soil 
Scientists,  Area  Conservationists  or  State  Conservationists 
and  is  concerned  only  with  a request  for  assistance  (it 
may  involve  itineraries,  travel  information,  etc.) 

Dispose;  A - G 

One  fiscal  year  after  fiscal  year 
in  which  created. 

H.  Confirmation  of  Telegrams 
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Immediately  after  telegram  is 
confirmed. 
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I*  Public  Information^  Education 

Includes  correspondence  regarding  news  releases,  news- 
paper  clippings,  other  clippings,  radio  programs,  maga- 
zine articles,  rough  drafts  of  manuscripts,  toinrs,  and 
the  like*  This  does  not  include  the  final  manuscripts 
of  a publication,  the  publication,  actual  clippings 
from  a newspaper  or  periodical® 

Disposes  Five  years  after  fiscal  year 
in  which  created* 

36 » Records  and  Documents  Relating  to  the  Acquisition,  Exchange 
or  Other  Disposal  of  Land 

These  records  transferred  to  Forest  Service  January  hs>  195U® 

37*  General  Requests  for  Information 

This  will  include  more  than  the  routine  requests  for  publica- 
tions, e*  ge,  requests  that  require  some  answer  in  the  way 
of  comment,  suggestion,  which  answer  may  or  may  not  be 
accompanied  by  a copy  of  a publication*  Requests  of  this 
nature  may  be  domestic  or  foreign  or  in-Service  and  are 
usually  referred  to  technical  specialists  for  reply© 

Record  Copy*  Where  request  is  filled* 

Disposes  Three  years© 

38*  Agronomic  Records  and  Documents 

These  records  have  to  do  with  the  agronomic  phase  of  soil 
erosion  control  and  sound  land  use  and  water  consei^vation® 

The  Washington  records  are  concerned  with  the  establishment 
of  policy  and  stariards,  the  assembly  and  dissemination  of 
pertinent  information  and  data,  and  cooperation  with  other 
Agencies,  professional  organizations,  and  industrial  or 
manufacturing  companies  where  agronomic  activities  on  the 
National  level  are  concerned*  Field  records  will  be  con- 
cerned with  the  maintenance  of  Service  policies  and  standards, 
in  the  application  of  conservation  measures  and  practices, 
the  collection  of  data,  reommmendations  regarding  operations, 
procedures,  and  techniques,  and  cooperation  with  local 
organizations  (professional,  industrial,  civic,  etc©) 

Sub-item  1;  Technical  Guide  - Agronomic  Portion 

This  guide  is  prepared  in  the  District  and  is  used  as  the 
outline  for  the  farm  planner,  the  farmer,  and  rancher  to 
follow  in  planning  and  operating  the  farm  or  ranch  according 
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to  sound  agronomic  principles.  Copies  of  the  guide  may  be 
found  in  the  State  headquarters;  the  working  copy  is  main- 
tained at  the  basic  operating  unit* 

Record  Copy:  Working  Copy 

Retain:  Working  Copy 

Duplicate  Record  Copy:  State  Headquarters 

Dispose:  Duplicate  Record  Copy,  five  years 

Sub-item  2:  Classified  General  Correspondence 

This  is  correspondence  which  relates  generally  to  agronomic 
conservation  practices  (cover  crops,  rotations,  fertilizers 
and  tests  thereon,  orchard  practices,  green  manure  crops, 
strip  cropping,  etc*),  drainage  and  irrigation  so  far  as  they 
affect  crops  and  crop  management,  insect  pests  and  their 
control,  vegetation  and  vegetative  practices  (except  trees 
and  shrubs),  program  and  planning,  and  the  like.  This 
correspondence  will  include  requests  for  infarmation,  for 
suggestions  and  instructions  regarding  crops  and  soils  from 
individuals  from  outside  the  Soil  Conservation  Service  both 
domestic  and  foreign  (the  latter  for  the  most  part  concen- 
trated in  Washington) • 

Record  Copy:  Washington  and  State  Headquarters 

Retain:  Record  Copy 

Dispose:  All  other  copies,  five  years 
Sub-item  3 s Reports 

Special  reports  on  agronomic  practices,  techniques  and 
standards* 

Record  Copy;  State  Headquarters 
Retains  Record  Copy 

Narrative  Technical  Reports  - prepared  for  purpose  of  report- 
ing work  progress  and  accon^jlishment  and  the  monthly  soils 
laboratory  report  (record  copy  of  which  is  in  the  soils 
laboratory)®  These  latter  reports  give  information  regard- 
ing the  physical  and' chemical  characteristics  of  the  soils 
tested* 

Record  Copy;  State  Headquarters 
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Retain:  Record  Copy 

Dispose:  All  other  copies,  five  years 
Sub-item  U - Meetings 

This  •vd.ll  include  the  minutes  only  of  meetings  within  the 
Soil  Conservation  Service  or  of  outside  professional  orga^^ 
ization  meetings  in  which  representatives  of  the  Soil 
Conservation  Service  participate® 

Record  Copy;  Office  holding  meeting  or  represented 
at  meeting 

Retain;  Record  Copy 

39®  Forestry  Records  and  Documents 

These  records  have  to  do  with  the  use  of  trees  and  shrubs 
for  soil  and  water  conservation  and  in  establishing  sound 
land  use  measures  and  practices*  Generally,  the  Washington 
records  will  relate  to  the  establishment  of  policy  and 
standards,  some  inspection  and  examination  to  insure  adher- 
ence to  these  standards,  and  cooperation  with  other  Govern- 
ment  Agencies  and  outside  organizations  (professional  or 
commercial,  etc.)  at  the  National  level®  State  records 
have  to  do  with  development  and  application  of  measures 
and  practices,  the  maintenance  of  State  policy  and  standards 
the  collection  of  data  for  use  in  improving  or  devising 
techniques  or  procedures,  and  all  phases  of  cooperation 
at  the  local  level* 

Sub-item  1: 

Conservation  Practices  (Woodland  Practices) 

Field  and  gully  planting,  harvest  cutting,  construction 
and  maintenance  of  fire  breaks,  improvement  cutting,  rein- 
forcement of  existing  woodlands,  prevention  of  grazing 
damages,  and  white  pine  blister  rust  control® 

Record  Copy;  Washington  and  State  Headquarters 

Retain;  Record  Copy 

Sub-item  2; 

Woodland;  SCS-^UO  Woodland  Inventory 
SCS-^Ul  Tally  Sheet 

Records  regarding  surveys  of  farm  forests  and  woodlands. 
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made  for  the  purpose  of  gathering  basic  resource  data  for  use 
in  planning  reforestation  and  harvesting.  The  tally  sheets 
should  be  summarized  on  SCS-5U0.  Included  are  corr^sDondence, 
rough  field  data,  and  related  forms  (revised,  new  or  obsolete). 

Dispose;  SCS-5Ul^  Tally  Sheets  and  rough 
field  data,  provided  summarized, 
five  years 

Retain;  SCS-5U0,  Inventories;  Washington 
and/or  State  Headquarters  Corres- 
ponde<)ce  • 

Sub-item  3: 

Planting  Stock;  Records  regarding  the  requisition  and  alloca- 
tion of  planting  material;  reports  on  quantity  planted;  summaries 
of  work  coTTipieted,  plant  disposition,  and  correspondence  regard- 
ing the  subject.  Included  are  all  data  and  forms  (revised,  new 
or  obsolete). 

Retain;  Correspondence  (Washington  Headquarters 
Copies) 

Reports  (See  Records  and  Reports) 

Planting  Stock  Records  (Summaries) 

Basic  Data  (Not  summarized) 

Dispose;  Basic  Data  (summarized),  five  years 


Sub-item  U; 

Reports;  SCS-200  (Obsolete),  Report  of  Farm  Forestry  Activity. 
This  is  the  annual  report  of  the  Division. 

Retain;  Washington  Copy 
Dispose;  State  Copy,  ten  years 

Narrative  Monthly  Report  of  Forestry  Specialist  (Activity  Report). 
This  report  is  submitted  to  the  State  Headquarters. 

Dispose;  Five  years 

Note;  Included  in  this  item  are  the  now  obsolete  Farm  Forestry 
Forms  FF2,  3>  and  8 and  related  correspondence. 
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Sub-item  5s 
Meetings 

Soil  Conservation  Service  meetings  as  well  as  those  of 
professional  organizations,  provided  we  participate » 

Retain;  Minutes  only  (not  published) 

Dispose;  When  published 

Sub-item  6; 

Woodland  Enterprises  Survey 
SCS-5U3  Woodland  Enterprises  Survey 

These  records  are  created  in  conjunction  with  the  planning 
of  District  Programs® 

Retain;  All  Copies 


Sub-item  ?g 

Windbreaks  (Formerly  Forest  Service  Shelterbelt  Project) 

This  activity  was  transferred  to  the  Soil  Conservation 
Service  about  19U2®  The  administrative  records  which 
were  transferred  with  it  are  the  same  general  type  of 
housekeeping  record  which  is  described  in  other  sections 
of  this  schedule®  They  may  be  disposed  of  in  accordance 
with  the  authority  granted  in  this  schedule®  The  tech- 
nical records  regarding  the  windbreaks  transferred  to  the 
Service  by  the  Forest  Service  will  include  special  studies 
on  the  planting  of  trees  to  control  wind  erosion^  records 
relating  to  the  plantings  made  on  various  farms j and  in 
many  instances,  card  record  files  such  as  Form  201  - PSFP, 
Record  of  Individual  Plantings®  This  type  of  card  record 
will  contain  such  information  as  location  of  farm,  name 
of  farmer,  extent  and  type  of  planting,  number  of  trees 
planted,  and  name  of  diagrams  showing  the  actual  relative 
planting®  The  arrangement  of  this  card  record  will  vary 
but  normally  will  be  set  up  by  State,  Coimty,  and  Plot® 

Retains  Technical  Records 

Sub-item  8s 

Woodland  Cruise  Data  Survey 

These  records  are  created  as  a result  of  field  inspections 
of  woodlands®  They  are  made  for  the  purpose  of  ascertaining 
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the  density  and  type  of  stand e 

Retain;  (Unless  summarized,  in  which  event 
destroy) 

Retain;  Summaries 

UO*  Personnel  Management  Records  (See  Items  29  and  30  for  Safety 
and  Training) 

Sub-item  1; 

Personnel  Classification  Records 

These  records  have  to  do  with  the  classification  of  personnel 
in  their  working  positions,  the  preparation  of  job  sheets, 
the  investigation  of  official  duties  for  the  purpose  of  pre- 
paring job  sheets,  and  the  preparation  and  maintenance  of 
organization  charts, 

Ao  Classification  Sheets  - Job  Descriptions  - Position 
Descriptions 

These  are  functional  descriptions  of  each  allocated  job 
in  the  Service * 

Record  Copy;  Washington  Office  (For  Washington  Personnel) 
State  Office  (For  Field  Personnel) 

Retain;  One  copy  of  position  descriptions  pertain- 
ing to  positions  abolished  after  September 
1,  19^0,  and  descriptions  superseded  after 
that  dateo 

Dispose;  All  copies  descriptions  superseded  or 
positions  abolished  prior  to  September 
1,  19^0. 

B*  Organization  Charts 

These  are  diagrams  which  reflect  the  organization  of  the 
Soil  Conservation  Service,  both  in  Washington  and  the 
fieldo 

Record  Copy;  Wadiington 

Retain;  Record  Copy 
C o Que  s tionnaire  s 

These  are  issued  and  processed  by  the  Washington  headquarters 
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and  serve  the  purpose  of  obtaining  information  regarding 
both  organization  and  job  descriptions*. 

Record  Copy*  Washington  and  State  Headquarters 

Disposes  Two  years  after  the  fiscal  year 
in  which  created* 


De  Chart  Changes 

These  are  notices  received  in  the  Washington  Headquarters 
advising  of  changes  in  organization  charts© 

Record  Copys  Washington 

Dispose;  All  copies  one  fiscal  year 
after  received. 


Sub-item  2; 

Classified  General  Correspondence 

This  will  have  to  do  with  the  general  operation  of  the  Divi- 
sion of  Personnel  Management.  It  will  include  discussions 
of  such  matters  as  leave ^ enployment,  ]aws  relating  to  em- 
ployment ^ tenure,  retirement,  efficiency  ratings,  methods 
and  techniques  of  personnel  management,  eiiT)loyee  relations, 
training,  standards,  classifications,  etc.  It  will  also 
include  major  policy  and  procedure,  development  of  decisions, 
program,  and  methods  of  implementing  them® 

The  Washington  records  are  considered  the  official  record 
copyj  the  State  headquarters  records  are  considered  dupli- 
cate record  copies. 

Some  of  the  major  subjective  groups  are  listed  belows 
1®  Policy  and  Procedure 
2.  Leave 

3©  Laws,  their  interpretation  and  application  (e.g®,  Mead- 
Ramspeck  Act) 

U®  Conferences®  This  will  include  meetings  of  Service 
Personnel  Officers,  departmental  meetings,  inter- 
departmental meetings  and  outside  meetings  and  confer- 
ences® 

5 • Employment 
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6o  Defense  (National) 

Includes  correspondence  on  deferment,  demobilization  lists, 
veterans  rights,  etc. 

7 • General 

Includes  correspondence  on  such  subjects  as  evidence  of 
birth,  detail  of  personnel,  exit  intei*views,  recruitment, 
reduction  in  force,  utilization  of  personnel,  etc. 

8®  Efficiency  Ratings  (General) 

This  includes  correspondence  only. 

9®  Letter  of  Authority  Employment 

10.  Foimas 

This  includes  correspondence  regarding  forms. 

11.  Directories 

This  includes  correspondence  regarding  the  preparation  and 
distribution  of  directories  and  may  include  copies  of 
directories. 

Retain;  Record  Copy 

State  correspondence  files  which,  as  noted  above,  are  con^ 
sidered  duplicate  record  copy  and  should  be  retained  for 
five  years. 

Sub-item  3s 

Reports 

These  are  reports  prepared  by  or  for  the  Division  of  Personnel 
Management.  They  cover  a variety  of  subjects  and  quite  frequently 
are  prepared  in  response  to  inquiries  from  higher  administrative 
levels  and  legislative  committees.  Some  of  the  reports  are 
periodic  and  others  are  special  reports.  Allof  them  have  con- 
siderable administrative  reference  value.  Exaii5)les  of  the  wide 
variety  of  reports  are  given  belowg 

Analysis  of  Turnover,  USDA 
Apportionment  of  Appointments 
Annual  Divisional  Report 
Annual  Planning  Report  (SCS) 

Budget  Bureau  Ceilings 
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Budget  Reports  (Personnel  Requirements) 
Con^Darative  En5)loyment  Figxires 
Report  of  Employees  by  States 
Report  of  Employees  by  Years 
Cost  of  Personnel  Work 
Various  Reports  for  Congress 

Retain:  Record  Copy 

Disposes  Duplicate  Record  Copy^ 
five  years o 

Form  3257  Employment  Report 
Retains  All  Copies 
Sub-item  Us 
Monthly  J ournal 

This  is  a record  of  personnel  actions  for  each  montho  The 
journal  is  composed  of  copies  of  the  personnel  fanfold 
(ad-126,  now  SF-5C)  arranged  in  numerical  order  (the 
numbers  being  assigned  as  the  actions  are  issued)®  The 
journal  is  maintained  for  use  by  the  Department,  the  Civil 
Service  Commission  and  the  General  Accounting  Office  in 
their  audits  and  examinations*  In  addition  to  the  journal 
maintained  by  the  Washington  Headquarters  for  personnel 
attached  to  or  responsible  to  Washington,  each  State  main- 
tains a journal  for  State  personnel® 

Retain:  Record  and  Duplicate  Record  Copies 

2 years,  then  dispose  at  discretion 
of  State  Office*.  See  Federal  Person- 
nel Manual  Rl,  Records  and  Reports) 
also  General  Records  Schedule  No®  1, 
Items  1 and  15® 


Sub-item  5s 

Standards  of  Performance 

Record  Copy-  Document  filed  in  individual’s  official 
personnel  folder  showing  performance 
rating  given  employee  becomes  the  permanent 
record® 
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Sub-item  6j 

Civil  Service  Registers  - Certifications  - Requests 

Form  iBUii  Certificate  for  Eirployment 

Dispose;  All  copies  one  year  after 
calendar  year  in  -wdiich 
is sued* 

The  periodic  disposal  of  the  records  described  below  under 
Sub-items  7 through  li|  inclusive,  is  in5)ractical  because  they 
are  found  in  the  Personnel  Case  History  folder*  The  records 
should  be  disposed  of  along  with  the  other  records  of  temporary 
value,  which  are  listed  under  Sub-item  15,  below; 

Sub-item  7: 

Unsuccessful  applications  for  eii5)loyment  and  all  supporting 
papers  and  correspondence  relating  thereto,  EXCLUDING  records 
relating  to  appointments  requiring  Senatorial  confirmation 
and  other  appointments  involving  Presidential  attention* 

Dispose;  All  copies  one  fiscal  year 
after  fiscal  year  in  which 
created* 


Sub-item  8; 

Letters  and  telegrams  offering  appointments 

Dispose;  All  copies  six  months  after 
creation* 

Sub-item  9; 

Welcoming  Letters 

Dispose;  All  copies  three  months 
after  creation* 


Sub-item  10; 

Letters  of  Introduction 

Dispose;  All  copies  three  months  after 
creation* 


Sub-item  11; 

Forms,  memoranda,  or  other  documents  that  request  the  assign- 
ment of  personnel  not  specifically  named  or  not  at  the  time 
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of  submission  employed  by  the  Agency  and  that  have  been 
withdrawn,  disapproved,  or  not  acted  on® 

Dispose j All  copies  one  fiscal  year 
after  fiscal  year  in  which 
created® 


Sub-item  12s 

Statistical  work  sheets  on  interviews,  separations,  and 
other  personnel  actions* 

Dispose;  All  copies  one  fiscal  year 
after  fiscal  year  in  which 
created® 


Sub-item  13; 

Lists  of  names  for  and  papers  relating  to  changes  in  em- 
ployees and  telephone  directories® 

Dispose;  All  copies  six  months 
after  creation® 


Sub-item  li;; 

All  personal  debt  correspondence 

Dispose;  All  copies  five  fiscal  years 
after  fiscal  year  in  which 
created® 


Sub-item  l$i 

Other  temporary  records  in  the  official  personnel  folders 
which  are  to  be  retained  until  the  separation  of  the  em- 
ployee from  the  Soil  Conservation  Service;  (authority 
for  this  disposal  is  found  in  the  National  Archives  General 
Disposal  Schedule  and  the  Federal  Register  for  February 
25,  19ii7;  1336); 

Request  for  Personnel  Action  (except  7irhere  used  as 
the  official  appointing  document  or  contains  the 
employee »s  resignation) 

Requests  for  authority  and  Commission's  approval 
Required  records  for  employment  of  minors 
Letters  of  Release 
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Letters  of  reference  and  responses  to  inquiries 

Conduct  Reports  for  Pay  Increase  (Periodic) 

Advance  Notices  of  personnel  actions  for  such  actions  as 
demotion,  pay  increase,  furlough,  reduction  in  force,  term- 
ination of  appointment,  etc« 

Notices  of  proposed  retirement 

All  personal  debt  correspondence 

Deferment  and  draft  correspondence 

Miscellaneous  correspondence 

Application  for  reemployment  (after  military  service  or 
war  transfer  leave  without  pay) 

Biireau  of  Employees’  Compensation  Forms,  except  Form  C»A*  lo 
Sub-item  16 s 
Employee  Suggestions 

Includes  Case  files  on  suggestions  made  by  employees  to  improve 
practices  and  procedures  used  by  the  Service* 

Record  Copy:  Washington  Office. 

Dispose:  Record  copy  five  years  after 

close  of  file.  Duplicate  copies, 
two  years  after  close  of  file. 

Ulo  Public  Information  and  Education  Records 

Sub-item  Is 

General  Information  and  Education  Records 

These  records  have  to  do  with  the  overall  administr^^tion  of 
the  Education  and  Information  Program.  They  will  reflect, 
for  exan55le,  decision  with  respect  to  policy,  planning,  pro- 
cediires,  type  of  program,  extent  of  program,  budgetary  limita- 
tions, approval  of  techniques  and  the  like®  The  following 
categories  are  typical  of  the  subjects  to  be  found© 

a©  Correspondence  with  the  State  Conservationists  on  such 
subjects  as  planning  a cooperative  educational  program 
with  schools  and  colleges,  policy  with  respect  to  the 
preparation  and  use  of  motion  pictures,  the  type  of  visual 
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information  to  be  utilized^  information  service 
rendered  to  Districts,  surveys  and  planning  to  be 
made  in  order  to  collect  data  for  use  in  speeches 
and  article So 

Record  Copy;  Washington 

Retain;  Record  Copy 

All  Other  Copies;  One  year 

bo  Correspondence  with  public  and  private  organizations  = 
includes  correspondence  to  and  from  such  organizations 
as  private  societies  (both  professional  and  educational), 
radio  broadcasting  companies,  magazines,  newspapers, 
farm  equipment  companies,  motion  picture  producers,  on 
such  subjects  as  verification  of  information  in  articles 
to  be  published,  factual  information  for  use  in  scripts, 
supplying  statistics  and  data  for  use  by  commentators 
and  analysts,  participation  in  contests o 

Record  Copy;  Washington 

Retain;  Record  Copy 

All  Other  Copies;  One  year 

Co  Sneeches  « includes  copies  of  speeches  written  for  the 
Acimiiiistrator  of  the  Service  and  correspondence  there  on  o 

Record  Copy;  Washington 

Retain;  Record  Copy 

All  other  copies,  one  yearo 

do  General  administrative  direction  of  the  Division,  as 
assignments,  budget,  organizationo 

Record  Copy;  Washington 

Dispose;  Three  fiscal  years  after  fiscal 
year  in  which  created o 


Sub“item  2; 

Records  of  Educational  Activities 

These  records  relate  to  educational  material  prepared  and 
used  to  further  soil  and  water  conservation  and  sound  land 
use  objective So  This  material  is  distributed  both  to 
Government  employees  and  the  nublic  at  large o Emphasis  is 
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placed  on  the  preparation  of  material  for  use  by  farmers. 

Soil  Conservation  Districts,  and  all  types  of  educational 
institutionso 

a.  Classified  General  Correspondence 

Includes  such  subjects  as  cooperation  with  schools,  types 
of  material  needed  by  schools,  study  outlines,  preparation 
of  new  and  desirable  material,  book  reference  lists,  ex- 
hibits (their  use  and  preparation),  planning  and  directing 
such  events  as  field  days,  tours,  etc®,  the  participation 
of  Soil  Conservation  Sei*vice  in  such  events  as  fairs, 
exhibitions,  etco,  publications  (their  preparation,  distri- 
bution, etCo),  relationships  with  commercial  organizations 
as  publishers,  agricultural  equipment  companies,  and  the 
like.  Some  of  this  material  is  broken  down  into  semi- 
specialized  case  files;  these  are  described  in  detail  belowo 
This  item  excludes  such  case  material  unless  otherwise 
specif iedo 

Record  Copy:  Washington  and  State  Headquarters 

Dispose:  Five  fiscal  years  after  fiscal 

year  in  which  created, 

bo  Exchange  of  Information  with  Foreign  Countries 

Correspondences  Requests  for  informatj-on  regarding  the 
Service  and  its  program;  requests  for  publications 

Record  Copys  Washington 

Disposes  Five  years  after  fiscal  year 
in  which  created 

Note:  Case  records  created  to  reflect  a special  act^/ity 

carried  on  with  a foreign  country  and  which  go 
beyond  the  purview  of  simple  or  routine  requests 
for  infonnation  and  the  like,  should  be  retainedo 

c o Annual  Reports 

These  records  include  the  annual  reports  of  each  organiza- 
tional division  of  the  Service.  These  reports  serve  as 
source  material  for  the  annual  report  of  the  Service,  The 
file  includes  the  manuscript  copy  of  this  report  as  well 
as  printed  copies® 

Record  Copy:  Washington  Headquarters 

Duplicate  Record  Copy:  Administrator* s File  (Washington) 
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Retains  Record  and  Duplicate  Record  Copies e. 

Dispose;  State  and  all  other  copies  and 
source  material,  five  years® 

d®  Speeches 

Written  copies  of  speeches  prepared  for  staff  members 
of  the  Service®  Does  not  include  processed  handouts® 

Record  Copy;  Where  prepared  (Washington  and  State) 

Retain;  Record  Copy 

e®  Exhibits,  Tours,  Field  Days 

This  item  does  not  include  the  correspondence  which 
is  covered  by  »’a”  above®  It  does  include  the  actual 
exhibit,  program,  tour  plan,  etc® 

Record  Copy;  Vifhere  prepared  and  used® 

Dispose;  Six  months  after  exhibit  has 
been  used© 

f®  Educational  Institutions 

Reference  Lists  and  Outlines  of  Study®  This  includes 
correspondence  and  a copy  of  the  actual  list  or  out- 
line® It  does  not  include  stock  supplies  of  such 
material©  These  lists  and  outlines  are  prepared  for 
the  use  of  public  and  private  schools  of  all  levels© 

Record  Copy*  Washington  and  State  Headquarters. 

Dispose;  After  five  years 

go  Commercial  Organizations 

Certain  companies  have  shown  a special  interest  in 
cooperating  with  Soil  Conservation  Service©  The  records 
covered  herein  do  not  differ  subjectively  from  those 
mentioned  in  ”a”  above,  but  are  organized  separately 
on  account  of  their  volume  and  activity© 

Record  Copy;  Point  of  Origin 

Dispose;  Five  fiscal  years  after  fiscal 
year  in  which  created. 
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h*  Publications  and  Publishing  Houses 

Correspondence  regarding  articles  for  publication,  sub- 
scriptions, printing,  etc* 

Record  Copy:  Point  of  Origin 

Dispose:  Five  fiscal  years  after  fiscal 

year  in  which  created* 

i*  Farmer  Opinion  Survey 

Correspondence  and  survey  data  on  farmers*  opinions,  par- 
ticularly with  reference  to  soil  and  water  conservation; 
suggestions,  comments,  along  with  summaries  and  analysis* 

Record  Copy*  Washington  and  State  Headquarters 

Retain:  Record  Copies 

j.  Cooperation  with  Religious  Organizations 

Correspondence  and  data  on  educational  programs  conducted 
jointly  with  churches. 

Record  Copy*  Washington  and  State 

Dispose;  Thi*ee  years 


Sub-item  3 8 
Publications 

These  records  relate  to  the  review,  editing,  and  clearance  of 
publications  and  articles.  They  include  manuscripts,  galley 
and  page  proof,  art  work,  and  correspondence  regarding  the 
publication. 

a.  Outside  Articles 

These  are  manuscripts  of  articles  concerning  or  relating 
to  soil  and  water  conservation  and  sound  land  use,  written 
by  Soil  Conservation  Service  personnel  or  cleared  through 
Soil  Conservation  Service  for  comment  and  published  by 
concerns  or  organizations  outside  of  the  Government®  The 
files  are  organized  by  the  names  of  the  authors.  A cross 
reference  file  by  title  is  maintained.  Included  with 
each  article  will  be  a small  amount  of  pertinent  corres- 
pondence® 

Record  Copy;  Washington 

SCS  3-1-5U 


Administrative  Services  Division 


822  el  Continued  83 


Detain!  Record  Copy 
bs  Official  Publications 

These  are  the  manuscripts  of  bulletins,  pamphlets, 
leaflets,  etc®,  which  are  written  by  Soil  Conservation 
Service  personnel  and  published  as  official  Government 
publications*  The  file,  in  addition  to  the  manuscripts, 
is  composed  of  page  and  galley  proof,  art  work,  and 
correspondence  relating  to  the  publication  and  is 
organized  by  name  of  author  a 

Record  Copy:  Washington 

Dispose;  Two  years  after  publication* 

c®  Unpublished  Manuscripts 

A file  by  authors  of  manuscripts  which  for  one  reason 
or  another  have  not  as  yet  been  published  - includes 
relevant  correspondence® 

Record  Copy:  Washington 

Retain:  Record  Copy 

d®  General  Correspondence 

Correspondence  regarding  the  preparation  and  publication 
of  articles  and  official  publications,  how  and  when  to 
submit,  corrections,  revisions,  art  work  needed,  proposed 
distribution,  and  the  like  ® 

Dispose;  All  copies  five  years 

Sub“item  hi 

Printing  and  Distributing 

a-  SCS'-U^,  Authorization  to  Purchase  Publication 

Record  Copy:  Washington 

Dispose:  One  fiscal  year  after  fiscal 

year  in  which  created® 

bo  SCS~37>  Field  Request  for  Publications  (From 
Soil  Conservation  Stocks) 

Disposes  All  copies  six  months  after 
issue* 
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Co  General  Classified  Correspondence 

Includes  material  relating  to  the  distribution  and  acquisi- 
tion of  publications,  printing  and  binding,  duplicating, 
and  related  material o 

Disposes  All  copies,  five  years  after 
fiscal  year  in  vhich  createdo 


Sub-item  5: 

The  Soil  Conservation  Service  Magazine  Soil  Conservation 

These  records  relate  to  operations  and  procedures  incident  to 
the  publication  of  the  magazine o Several  categories  of  records 
may  be  distinguishedo 

ae  Issue  Records  (The  Issue  File) 

This  file  contains  the  author *s  original  manuscripts  of 
the  articles  appearing  in  the  magazine  together  with 
editor’s  changes,  printer’s  copy  YO.th  specifications, 
galley  and  page  proofs,  dummy  copy,  and  copy  of  magazine 
as  issued. 

Record  Copy*  Washington 

Dispose:  One  year  after  date  of 

publication, 

b.  Photographic  File 

A file  of  photographs  used  for  illustrations  in  the  maga-= 
zine,  with  identifying  numbers© 

Record  Copy:  Washington 

Retain;  Record  Copy 

Co  General  Classified  Correspondenc# 

This  includes  letters  to  and  from  readers  and  contributors 
to  the  magazine.  State  correspondence  regarding  type  of 
material  needed  for  magazine,  circiilatlon  and  distribution, 
deadlines,  instructions,  memoranda,  informational  material 
from  other  sections  and  divisions,  and  the  like© 

Record  Copy;  Washingtcn 

Dispose;  Three  fiscal  years  after  fiscal  year 
in  which  created. 
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Duplicate  Record  Copies s One  yearo 
d®  The  Magazine 

A complete  file  composed  of  a copy  of  each  issue  of  the 
magazine  Soil  Conservation  is  maintains d»  This  collec- 
tion begins  with  the  year  193^  and  extends  to  the 
present® 

Record  Copy*  Washington 

Retain;  Record  Copy 
Sub-item  6‘, 

Visual  Information 

These  records  pertain  to  the  preparation^  use,  and  distribu- 
tion of  visual  material  such  as  photographs,  slides,  and 
includes  the  master  files  of  photographic  negatives,  developed 
prints,  and  slides® 

a.  Still  Photographs 

This  file  is  composed  of  negatives,  prints,  and  slides® 
Included  are  kodachromes,  both  transparencies  and  de- 
veloped prints*  The  pictures  cover  the  general  subject 
of  soil  and  water  conservation  and  sound  land  use®  The 
negatives  are  filed  numerically^  the  pictures  (prints) 
subjectively  and  cross-referenced  to  the  negatives® 

Record  Copy;  Photographs  and/or  negatives  are  reviewed 
by  visual  information  specialists,  both  in  Washington 
and  field  headquarters,  to  determine  which  pictures  from 
a quality,  composition,  program  relationship  and  sub- 
jective significance  standpoint,  are  suitable  and  useable 
in  developing  the  basic  objectives  of  the  Soil  Conser- 
vation Service®  Photographs  so  selected  are  appropriately 
indexed  and  filed  as  above  mentioned®  Rejected  photo- 
graphs, technically  in^Derfect  negatives  or  photographs 
('stained  negatives,  bad  focus,  poor  light,  etc®),  and 
subject  duplicates  are  considered  in  the  nature  of  pro- 
duction waste  and  of  non-record  value® 

Retain;  Record  Copy 

Dispose;  All  non-record  or  production  waste 
copies,  immediately® 
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bo  General  Correspondence 

The  correspondence  relates  to  such  matters  as  request  for 
photographs,  transmission  of  negatives  and  pictures,  dis- 
cussion of  photographic  techniques;  information  and  instruc- 
tions concerning  proposed  photographic  activity,  scenes  and 
subjects  desired,  discussions  regarding  scripts  (but  not  the 
scripts),  legends,  and  correspondence  concerning  work  done 
or  to  be  done  by  outside  concerns. 

Dispose:  All  copies  three  years  after  the 

fiscal  year  in  which  created* 

Co  SCS“>189,  Photographic  Notebook 

Dispose:  After  information  has  been  trans- 

cribed to  back  of  photograph* 

d.  SCS=^1,  Hioto  Negative  Report 

Disposes  When  negative  is  destroyed* 

e«  SCS-29,  Photo  Request  from  Field 

Dispose;  One  fiscal  year* 


Sub-item  7s 

Current  and  Historical  Information  Records 

These  are  records  created  for  and  in  the  process  of  informing 
the  public  of  the  Soil  Conservation  Servicers  action  program 
for  soil  and  water  conservation  and  sound  land  use.  The  infor- 
mation may  be  based  on  the  relationship  between  the  Soil  Con- 
servation Service  and  the  soil  conservation  Districts;  objec- 
tives; programs  and  changes  therein;  technical  operation?; 
research  program  and  conclusions;  problems  encountered;  attack 
of  problems  and  the  solutions;  recommendations;  accomplish- 
ments; progress;  etc©  The  dissemination  of  information  is 
accomplished  through  magazines,  newspapers,  radio,  television 
and  speeches.  Informational  material  may  be  prepaured  by 
SCS  or  non-SCS  personnel© 

Record  Copy;  The  manuscript  or  clipping,  whichever  is  more 
complete,  located  at  the  Washington  or  State 
Office  level o 

Dispose;  Record  copy  of  magazine  articles,  2 years. 
Record  copy  of  radio  scripts,  2 years. 
Record  copy  of  press  releases  and  newspaper 
clippings,  5 years. 
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Disposes  Press  releases  intended  solely  for 

local  distribution  and  which,  serve  as 
reminders  for  seasonal  soil  and  water 
conservation  and  sound  land  use  ac- 
tivities ^ such  as  plowing,  seed-bed 
preparation,  terrace  maintenance,  plant- 
ing, harvesting,  crop  residue  management, 
etc op  one  year  after  the  close  of  the 
fiscal  year  in  which  created  at  the 
point  of  origin.  Informational  copies 
sent  to  other  levels  of  administration 
to  be  disposed  of  after  being  read# 

a»  Reference  File 

This  file  will  contain  source  and  reference  material  for 
writers  and  authors®  The  material  will  be  of  a varied 
nature  and  of  a long-time  reference  value®  It  will 
serve  as  a partial  documentation  of  the  Soil  Conservation 
Service;  its  development;  objectives;  programs  and  changes 
therein;  technical  operationus;  research  programs,  their 
development  and  negative  or  positive  conclusions;  results 
achieved  from  the  application  of  principles;  accomplish- 
ments; progress;  relations  mth  soil  conservation  Districts 
and  the  public;  etc.  The  files  are  organized  on  a sub- 
jective, chronological  or  location  basis® 

Dispose;  Duplicate  material  or  that  which 

has  been  combined  with  other  material 
to  provide  cumulative  data® 

bo  Classified  General  Correspondence 

This  will  include  correspondence  with  individuals  in  and 
out  of  the  Service,  It  covers  a very  broad  area  of 
subject  matter  and  contains  some  material  which  has  a 
short  term  reference  value® 

(1)  Routine  requests  for  publications,  transmittals, 
letters  of  inquiry^  acknowledgments,  loan  of  books, 
etc. 

Dispose;  All  Copies,  one  year. 

(2)  Cooperation  with  outside  agencies 

Dispose;  All  Copies,  three  years o 

(3)  Material  for  USDA  year  books,  published  survey  re- 
ports and  the  like;  correspondence  on  information 
program,  policy  and  procedure  but  not  including 
basic  directives  and  instructions® 
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Dispose;  All  Copies^  five  years » 

(U)  Special  reports,  disaster,  and  program  evaluation 
studies. 

Record  Copy;  Washington  and  State 
Retain;  Record  Copy 
All  other  Copies;  One  year* 

Sub-item  8; 

Soil  Conservation  District  Press  Releases 

These  are  press  releases  issued  by  the  District  governing  body 
(the  District  Board  of  Supervisors)  to  local  newspapers.  Copies 
are  usually  supplied  to  Soil  Conservation  Service  - to  the  Area 
Conservationist  and  the  State  Headquarters  - for  informational 
purposes*  Selected  releases  may  be  used  later  by  the  Service  in 
connection  vdth  official  documents* 

Record  Copy*  Area  Headquarters 

Dispose;  Three  years,  provided  the  releases  are 
not  used  as  a basis  for  official  Soil 
Conservation  Service  documents*. 

U2«  Engines  ling  Records  and  Documents 

The  Division  of  Engineering  is  concerned  with  engineering  opera- 
tions as  they  relate  to  soil  and  water  conservation  and  sound 
land  use  practices  and  measures*  Such  operations  include  the 
construction  of  terraces  and  terrace  outlets,  drainage  channels, 
erosion  control  structures  such  as  dams  and  ponds,  irrigation 
work,  etco,  involve  the  establishment  of  basic  policies  and  pro- 
cedures, and  creation  of  technical  standards,  and  coii5)ilation 
and  assembly  of  pertinent  data  along  with  the  development  and 
dissemination  of  useable  technical  information*  The  Division  pre- 
pares and  distributes  technical  reports,  engages  in  training 
activities  and  conducts  inspections  of  engineering  operations 
and  construction  to  insure  compliance  with  standards® 

The  Washington  Headquarters  is  concerned  primarily  with  the  formu- 
lation of  basic  policy  and  procedures,  the  establishment  of 
technical  standards,  the  assembly  and  dissemination  of  technical 
data  along  with  interpretative  comments,  the  direction  of  training 
activities  and  inspection  for  the  purpose  of  insuring  compliance 
TO-th  technical  standards  and  procedures  and  policies. 


c 
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The  State  headquarters  is  concerned  with  the  application  of 
the  National  policies j the  operating  phases  of  eqgineering 
functions,  such  as  design  specifications,  construction,  the 
maintenance  of  established  standards,  the  collection  of  data 
and  the  initiation  of  plans  and  recommendations* 

Sub^item  1« 

Field  Notebooks 

A*  Farm  Planning  Notebooks 

These  are  prepared  by  the  farm  planner  or  specialist 
while  developing  the  farm  or  ranch  soil  and  water  conser- 
vation plan®  They  are  normally  concerned  with  small 
structures  or  construction  and  represent  relatively  minor 
operations  from  the  Engineering  point  of  view® 

Hecord  Copy;  Where  prepared* 

Dispose;  Five  years  after  creation 

Bo  All  other  Field  Engineering  Notebooks 

These  notebooks  will  usually  reflect  larger  and/or  more 
extensive  operations*  This  item  includes  engineering 
field  notes  regarding  such  basic  information  as  eleva- 
tions, permanent  bench  marks,  important  open  drain 
systems,  all  tile  systems,  important  irrigation  systems 
and  all  group  enterprises® 

Record  Copy;  Where  prepared* 

Retain;  Record  Copy 

Sub-item  2; 

Group  Enterprise  Projects 

These  are  records  concerning  engineering  operations  conducted 
in  cooperation  with  Group  Enterprises  (a  group  of  landowners 
who  organize  formally  or  informally  to  solve  a water  control 
problem)®  Normally,  they  are  arranged  on  a semi-case  file 
basis  and  are  organized  geographically  by  the  name  of  the 
project® 

A®  Records  covering  agreements,  specif' ications,  report^  and 
operations  plans  (as  design  sheets,  design  calculation, 
diagrams,  blue  prints,  cost  distribution,  progress  reports, 
summary  regarding  cost  data  and  general  engineering  data)* 
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Pecord  Copy;  State  Headquarters  or  Area,  if  procedures 

do  not  require  State  Headquarters  clearance. 

Retain;  Record  Copy 

Duplicate  Record  Copies;  One  Year 

B.  Computation  and  Partial  Payment 

Forms  used  by  field  engineers  to  check  on  engineering  jobs 
done  by  contract|  these  forms  are  passed  along  to  the  group 
making  the  contract.  No  record  copies  in  Soil  Conservation 
Service® 

Sub”itenr'3s 

Engineering  Technical  Data  and  Report  File 

These  files  are  organized  subjectively  by  major  phases  of  the 
Engineering  Operating  Program.  The  secondary  divisions  include 
location  breakdovms,  as  well  as  secondary  subjective  breakdowns® 
The  major  subjects  will  include;  Conservation  data  and  practices, 
drainage,  general  engineering  data,  equipment,  flood  control, 
irrigation  and  land  utilization.  The  secondary  subjects  will 
include  such  items  as  accomplishment  reports,  cost  data,  tech- 
nical relations  with  other  agencies,  detailed  conservation  prac- 
tices, work  in  Districts,  methods  and  techniques,  specifications, 
standards,  inspection  reports,  pertinent  literature,  legislation 
as  it  specifically  relates  to  Engineering  Operations,  structures 
(their  design,  constructions,  use,  capabilities,  etc®),  plans 
and  reports  covering  specific  group  enterprises,  and  the  like® 

Record  Copy;  Washington  and  State  Headquarters 

Retain;  Record  Copy 

Duplicate  Record  Copies;  One  Year 

Sub-item  Us 

Design  Check  Sheet 

Form  used  to  obtain  supplemental  information  on  a job  proposed 
or  in  progress.  Information  once  obtained,  is  transferred  to 
the  basic  and  permanent  design  sheets® 

Dispose;  After  information  is  transferred  to  the 
permanent  record® 

Retain;  Permanent  design  sheets 
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Sub-item  5s 


Special  Reports 

These  records  are  related  to  Engineering  operation  for  which 
special  reports  have  been  prepared  and  which  specifically 
do  not  come  within  the  purview  of  the  Engineering  technical 
data  and  report  file  (sub-item  3 above )?>  For  examples  Report 
on  Flood  Control^  a report  on  Wheeler-Case;  a report  on 
blasting  activity  with  the  end  in  view  of  revealing  such 
factors  as  explosive  efficiency  and  cost  data;  a report  on 
well  drilling  revealing  such  factors  as  bit  efficiency,  cas- 
ing standards,  etc« 

Record  Copy;  Washington  and  State  Headquarters 
Retains  Record  Copy 
Sub-item  6s 

Classified  Greneral  Correspondence 

The  classified  general  correspondence  files  contain  records 
which  do  not  logically  find  their  way  into  specific  projects 
or  specific  technical  data  files*  These  files  are  less  im- 
portant than  the  specialized  files*  They  will  include  many 
. of  the  subjects  found  in  the  specialized  files,  but  will 

treat  them  on  a broad  and  general  basis*  Examples  of  the 
subjects  which  may  be  fomd  are§ 

Policy  and  Procedure  - correspondence  pertaining  to 

Engineering  Practices  (Con- 
struction, Conservation) 

Farm  Ponds 

Stone  Wall  Removal 

Stream  Bank  Erosion  Control 

I^ainage 

Land  Leveling 

Field  Trip  Reports 

Irrigation 

Dams 

Sanitation,  Water  Supply 
Terraces,  Terrace  Outlets 

Roadside  Erosion,  Culverts  (Highway  Protection  Work) 
Contours 

Flood  Control  Structure 
Wells,  and  Testing  of 
Diversion  Ditches 

Engineering  Practices,  General  Agricultural  - These  will  in- 
clude records  covering  a variety  of  subjects  which  do  not 
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specifically  tie  into  the  subjective  categories  mentioned 
above,  but  which  arise  as  a result  of  experiment  and  research 
(within  or  out  of  the  Service),  inquiries  from  farmers,  etc© 
Among  the  examples  of  such  subjects  will  be  found  records  re- 
lating to  flumes,  their  construction  and  use;  welding  and  weld- 
ing materials;  use  of  pipe;  design  and  construction  of  pumps, 
requests  for  bulletins,  etc* 

Record  Copy;  Washington  and  State 

Dispose;  All  Copies,  five  years 

Sub-item  7: 

Meetings 

This  includes  records  generated  as  a result  of  both  in-Service 
and  outside  meetings.  Example  of  the  latter  would  be  a meeting 
of  the  American  Society  of  Agricultural  Engineers© 

Record  Copy;  Office  holding  or  represented  at  meeting. 

Dispose;  All  records  except  minutes,  five  years. 

Retain;  Minutes  of  Meetings 

U3»  Auditor’s  Reports  - Inspections  Reports  - and  other  types  of 
Administrative  Examinations 

These  are  reports  of  office  inspections  made  for  the  purpose 
of  determining  whether  prescribed  administrative  procedures  are 
being  followed,  the  general  efficiency  of  office  admiLnistrative 
operations,  and  of  the  adequacy  and  accuracy  of  the  records 
maintained  (as  property  cards,  fiscal  records,  etc«)»  Included 
is  correspondence  regarding  the  reports© 

Record  Copy;  Office  making  inspection© 

Dispose;  Five  years  after  fiscal  year  in 
which  created® 

Records  Management  Records  and  Documents 

These  relate  to  the  control,  classil’ication,  filing,  loan, 
microfilming,  and  eventual  disposition  of  the  records  received 
or  originated  by  the  Soil  Conservation  Service.  They  will  in- 
clude correspondence  regarding  filing  techniques,  methods  and 
procedures,  disposal  schedules,  retirement  and  transfer  of 
records,  archival  records,  use  and  management  of  a records 
depository,  preparation  of  indexes,  catalogs,  handbooks,  etc.. 
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use  of  forms,  and  the  like.  Excluded  are  such  documents 
as  the  operating  disposal  schedule,  retirement  or  transfer 
schediiles,  operating  manuals,  indexes  and  catalogs,  precedent 
files  and  their  relative  indexes* 

Record  Copy;  Washington  and  State 

Dispose;  Five  years 

U5*  Communications  Records 

These  are  the  records  regarding  the  operation  and  maintenance 
of  communications  systems,  the  preparation  oi  pertinent  pro- 
cedures, receipt  and  delivery  records,  and  related  material* 

Sub-item  1; 

Cost  Records 

Data  and  compilations  regarding  cost  of  operation,  postage 
expenditures,  telegraphic  expenditures,  telegraph  costs, 
studies  and  analysis  for  the  purpose  of  comparing  systems 
on  a cost  basis,  and  the  like*  Includes  forms  and  corres- 
pondence «. 

Record  Copy;  Washington  and  State  Headquarters* 

Dispose;  Five  years® 

Sub-item  2; 

Communications  Studies 

Charts,  graphs,  analyses,  reports,  regarding  the  efficiency 
of  operation,  the  testing  of  schedules,  relative  merit  of 
different  systems,  investigations  made  to  determine  weak 
points,  recommendations  for  change  (including  recommendations 
to  other  Government  Agencies,  as  the  Post  Office  Department), 
and  related  material*  Includes  correspondence* 

Record  Copy;  Washington  and  State  Headquarters 

Dispose;  Five  years. 


Sub-item  3j 
Radio 
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and  call  letters,  procedures  and  techniques,  application  for 
use  of  radio o 

Record  Copy:  Washington 

Dispose:  Ten  years. 

Sub“item  Us 

Record  of  Receipt  and  Routing  of  Incoming  Mail 

This  'vill  include  forms  used,  production  reports  and  compilations 
therefrom,  and  related  correspondence.  It  does  not  include 
registered,  insured,  or  parcel  post. 

Dispose:  All  copies,  six  months. 

Sub-item 

Record  of  incoming  and  outgoing  registered,  insured,  special 
delivery,  parcel  post,  express,  telegrams,  radiograms,  insured 
and  registered  receipts,  return  receipts.  Post  Office  Forms 
3877a>  388IA,  3882A  (or  their  equivalent)  and  related  corres- 
pondence. 

Dispose:  All  Copies,  two  years. 

Sub-item  6: 

Report  of  loss,  rifling,  delay,  wrong;  delivery,  or  the  in5>roper 
treatment  of  mail  matter.  Post  Office  Form  1^10  or  equivalent. 

Dispose:  All  copies,  one  year. 


Sub-item  7: 

Record  of  remittances  - checks,  cash,  money  orders,  etc.,  received 
in  the  mail  room. 

Dispose:  All  copies  one  fiscal  year  after  the 

fiscal  year  in  which  created. 

U6©  Bills  of  Sale 

Received  from  manufactiirer  when  the  Government  purchases  auto- 
motive eq\iipmentc 

Record  Copy;  Where  vehicle  is  located. 

Dispose:  When  vehicle  is  disposed  of. 
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U7»  Meetings  of  District  Supervisors 

These  meetings  which  are  held  periodically  by  the  supervisors, 
have  no  official  connection  with  the  Soil  Conservation  Ser- 
vice© The  supervisors  are  elected  officials  serving  Soil  Con- 
servation Districts  which  operate  under  State  laws®  Copies  of 
the  minutes  of  the  meetings  are  supplied  officials  of  the 
Soil  Conservation  Service  for  informational  purposes® 

Record  Copy?  Area  Headquarters 

Duplicate  Record  Copy;  ViTork  Unit,  State  Headquarters 
Dispose;  Record  Copy,  three  years® 

Duplicate  Record  Copy,  three  months® 

» Field  Memoranda 

A complete  set  of  Washington  Field  Memoranda  (bcth  obsolete 
and  current)  is  maintained  in  the  Washington  Office « State 
and  field  offices  should  maintain  only  current  series®  As 
they  become  obsolete  they  should  be  destroyed  immediately© 

All  issues  (both  obsolete  and  current)  of  State  Field  Memo- 
randa should  be  maintained  in  the  State  Office  * i^or  con- 
venience, the  current  series  may  be  kept  separate  from  the 
record  series.  The  latter  must  contain  both  current  and 
obsolete©  See  Item  28,  Sub-item  6 for  Technical  Guides® 

il9e  Research  Activities  within  Bureau 

Research  Activities,  Records,  Land  and  Installations  have 
been  transferred  to  the  Agriculture  Administration ® There- 
fore, no  record  disposition  is  listed®  This  space  is  re- 
served for  disposition  of  future  records  that  may  accrue 
through  cooperation  with  the  Agriculture  Research  Service 
and  Soil  Conservation  Service  Research  Liaison  offices© 

Any  requests  received  on  disposition  of  old  Research  material 
should  be  forwarded  to  the  Washington  Records  Officer 

50®  Y/ater  Conservation  Division  Records 

This  includes  records  on  use  of  water,  water  rights,  water 
requirements^  watershed  surveys  to  determine  methods  and 
feasibility  of  developing  water  conservation  practices,  plans 
and  programs;  up-stream  and  dovm-stream  erosion  control  and 
water  disposal,  including  control  of  flood  waters  and  the 
prevention  of  damage © Includes  records  on  flood  prevention 
program  and  river  basin  investigations  assigned  to  Soil 
Conservation  Service© 
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A.  Monthly  Progress  Reports 

These  reports  cover  the  progress  of  the  survey  activity 
in  each  watershed  during  the  month.  Resume  of  contacts 
made,  inspections,  schedule  of  meetings,  major  problems 
which  have  developed,  and  program  estimates  and  evalua- 
tions s 

Record  Copy*  State  Office 
Retain 

Duplicate  Record  Copies  - Area  Office 
Retain 

Bo  Special  and  Annual  Land  Damage  Reports 

■^Vhen  unusually  severe  land  damage  occurs.  Area  Conserva- 
tionist makes  an  immediate  investigation  and  prepares  a 
complete  report  on  each  specific  evento  In  addition  to 
the  special  reports  on  disasters,  each  Area  Conservationist 
prepares  an  annual  summary  (information  taken  from  special 
reports)  covering  all  land  damage  which  has  occurred  in 
his  entire  area  during  the  year*  Special  and  annual  re- 
ports consist  of  a map  delineating  area  affected  by  the 
various  kinds  and  degrees  of  land  damage,  a table  showing 
estimated  quantity  of  each  type  of  damage  and  a brief 
narrative  description  of  the  conditions  causing  the  damage. 
The  special  and  annual  reports  are  used  to  build  an  inventory 
of  storm  damages,  their  location,  regularity  of  occurrence, 
causes,  degree  of  severity  and  are  also  assembled  for  use 
in  preparation  of  local  news  stories.  Summaries  of  the 
annual  land  damage  reports  are  included  in  the  State  Con- 
servationist’s Annual  Report. 

Record  Copyj  State  Office 

Retain 

Duplicate  Record  Copies  - Area  Offices 
Retain 

Ca  Status  of  Flood  Prevention  Watershed  Investigations 

A report  transmitted  monthly  from  the  water  Conservation 
Division  in  Washington,  D.  C.  These  reports  summarize  the 
monthly  progress  reports  (a)  received  from  all  States  and 
also  gives  the  status  of  watershed  investigations  previously 
comple  ted  and  submittedo 


SCS  3-1-^U 


Record  Copy  - Vfashington,  D.  C 


Administrative  Services  Division 


822 «1  Continued  97 


Retain 

Retain:  State  Office  Copy  - five  years  * 

D.  Outside  Relations  (Not  Specific  Authorized  SCS  Flood 
Control  Projects)*. 

Includes  correspondence  and  reports  which  have  originated 
as  a result  of  SCS  cooperation  with  other  governmental 
agencies  including  State,  Federal  and  local  organized 
groups  in  carrying  out  a watershed  and  flood  control 
program*.  The  reports  cover  contacts  and  correlation  of 
watershed  investigations,  meetings,  hearings,  legislation 
and  technical  data  supplied  organizations  upon  request, 
or  an  exchange  of  information  with  agencies  on  watershed 
problems,  review  of  watershed  and  flood  control  reports 
and  recommendations  made  regarding  changes  and  improve- 
ments* The  records  and  reports  dealing  with  large  drain- 
age areas  or  specific  watersheds  and  streams  are  organized 
into  watershed  files  and  used  as  working  or  reference 
material*. 

Record  Copy:  State  Office 

Retain:  V/hen  no  longer  needed  by  Soil  Conser- 

vation Service,  transfer  to  Federal 
Records  Center  for  possible  transfer 
to  National  Archives*. 

Ee  Districts  (Not  Specific  Authorized  SCS  Flood  Control 
Projects) 

These  records  cover  the  operation  and  conduct  of  the 
watershed  and  flood  prevention  program  with  soil  con- 
servation and  flood  control  Districts*.  Include  coop- 
eration, requests  for  assistance,  memoranda  of  under- 
standing between  flood  control  Districts  and  the  Soil 
Conservation  Service,  legislation  and  organization  of 
water  control  Districts,  details  of  operation,  meetings 
and  conferences  with  District  Directors  on  local  water 
problems® 

Record  Copy:  - Washington  and  State  Office 
Retain 

Duplicate  Record  Copy  - Area  Offices 

Retain:  Until  termination  of  cooperation 

vfith  Districts® 
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^1*  Flood  Control 

The  Secretary  of  Agriculture  is  authorized  by  Congress  to  make 
preliminary  examinations  and  surveys  for  flood  control  in 
specific  watersheds®  Responsibility  for  specific  watershed 
investigations  is  assigned  to  the  Soil  Conservation  Service* 

The  Forest  Service  and  the  Soil  Conservation  Service  work  to- 
gether in  the  collection  of  data  to  be  used  in  the  preparation 
of  watershed  reports* 

The  following  records  are  organized  and  arranged  on  a case  file 
basis  along  with  legislation  covering  projects,  cooperative 
agreements,  memorandum  of  understanding,  minutes  of  meetings, 
appropriations  and  allotment  of  funds,  trip  reports  and  inves- 
tigations and  related  correspondence  from  outside  individuals 
or  other  State  and  Federal  agencies® 

A«  Preliminary  Examination  Reports 

The  preliminary  examination  is  made  for  the  purpose  of  de- 
determining if  the  prospect  for  a justified  program  for 
-waterflow  retardation  and  soil  erosion  prevention  are  suffi- 
cient to  warrant  the  undertaking  of  a survey.  It  is  usually 
of  a reconnaissance  nature.  Available  data  is  supplemented 
with  data  ordinarily  obtained  from  a brief  field  examination, 
discussion  with  farmers  and  other  interested  parties*  To  a 
large  degree  the  recommendations  are  based  on  judgment  of 
qualified  technicians® 

B.  Survey  Reports 

If  the  preliminary  examination  recommends  a survey  be  made, 
a detailed  report  is  prepared  for  the  purpose  of  determining 
in  general  the  type  of  program  and  the  relationship  of  the 
cost  of  installation  to  the  benefits  to  be  derived*  These 
reports  provide  the  needed  basic  information  for  action  on 
control  of  floods  and  damages  resulting  from  runoff,  erosion 
and  sedimentation®  It  contains  technical  studies  and  in- 
vestigations on  watersheds  including  economic  development, 
use  and  condition  of  watershed  lands,  flood  water  and  sedi- 
ment problems  and  recommendations  for  program  for  conserva- 
tion and  flood  control* 

C o Operation  and  Work  Plan 

When  the  survey  report  has  been  approved  and  authorized  and 
funds  appropriated  by  Congress,  a flood  prevention  work  plan 
is  prepared®  These  plans  serve  as  a guide  for  the  ’’blue 
print  and  operations’*  stage  of  the  program.  It  indicates 
what  the  watershed  treatment  measures  consist  of  and  where 
they  are  to  be  installed  or  carried  out.  They  provide  facts 
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and  characteristics  on  water  problems  and  plans  for 
abatement  of  flood  damages  for  use  in  planning  and 
coordinating  flood  prevention.  Copies  of  these  plans 
are  sent  to  Washington  on  or  before  budget  requests  are 
made  for  the  operations  indicated  by  the  plan^  Each 
year,  budget  estimates  with  supporting  narrative  justi- 
fication  for  work  to  be  done,  based  on  the  flood  pre- 
vention work  plans  are  transmitted  to  Washingtons  As 
funds  are  appropriated  the  operation  and  wDrk  plan  is 
carried  out<> 

Record  Copy  - Vfashington  Office 

Retain:  To  Archives  when  Project  is 

comp -le ted  v3r  no  longer  active^- 

Duplicate  Reicord  Copy:  State  Office  -*  Authorized 

State  Projects 

^ Retain:  To  Federal  Records  Center  when 

Project  is  completed  or  when  no 
longer  active* 

Note;  Reference  material  obtained  from  other  States  - 
Dispose  of  at  discretion  of  State®  The  above  reten- 
tion periods  include  A - B and  C under  Item  ^1« 

D®  Working  Papers 

Work  sheets,  research  and  lengthy  technical  data  used 
in  compiling  reports  are  located  in  the  State  and  Area 
or  Survey  Office  undertaking  the  survey.  They  are  not 
in  sufficient  detail  in  the  completed  mimeographed  or 
Congressional  printed  copies  of  the  report  to  be  of 
value,  and  therefore  should  be  retained  at  least  until 
the  operation  phase  of  the  work  program  is  completed® 
Records  below  the  State  level  should  be  sent  into  the 
State  Office  for  careful  survey  and  much  of  the  material 
will  be  integrated  into  State  records.  There  will  be 
a large  volume  of  this  material  that  will  be  of  little 
value  once  the  project  is  corapleted|  however,  as  long 
as  the  project  is  active  it  should  retain  these  records 
including  copies  of  the  contracts.  Some  of  these  projects 
may  be  active  or  inactive  over  a period  of  years  de- 
pending upon  action  by  Congress  and  the  appropriation  of 
funds.  This  makes  it  difficult  to  specify  any  definite 
time  limit  in  determining  disposition. 
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52 • Technical  Data  (Water) 

Includes  correspondence  and  records  created  which  are  not  a 
part  of  an  individual  or  specialized  project#  They  are  organ- 
ized by  major  phases  of  the  Vfater  Conservation  Program  and 
include? 

A.  Economic 

f 

Records  and  reports  on  standards  and  methods  used  in  flood 
surveys,  evaluating  flood  control  benefits,  methods  of 
determining  loss  from  land  damages,  benefit  cost  practices, 
benefits  from  reduction  of  sediment  in  reservoirs,  economic 
results  of  soil  and  water  conservation  studies  and  the 
economic  justification  of  watershed  projects# 

B.  Plydrologic 

Observations,  runoff  records,  relationship  between  snow  pack 
and  peak  stream  flovr,  precipitation  intensity,  ground  water, 
geologic  reports,  water  supply  forecasts,  water  stage 
recorder  reports,  runoff  key  gaging  records,  seasonal  runoff 
and  peak  discharges  of  sureams.  Reports,  work  plans,  pro- 
grams, and  operations  on  the  use,  control,  and  disposal  of 
ground  water# 

C • Research 

Moisture  studies  relating  to  water  conservation,  relationship 
between  research  on  snow  surveys,  recommendations  for  obtain- 
ing greater  utility  of  snow  surveys  to  operations  of  Soil 
Conservation  Districts,  relationship  of  snow  surveys  to  annual 
water  resources  and  snow  survey  forecasts# 

D*  Sedimentation 

Surveys  in  reservoirs,  sedimentation  flood  damage  reports  and 
investigations,  and  records  on  silting  of  lakes  and  streams# 
Reports  and  publications  on  se dime nta tic n» 

Record  Copy?  Washington  and  State  Offices 

Retain 

53*  Federal  Inter-Agency  River  Basin  Committee 

In  an  effort  to  provide  a means  through  which  representatives 
of  participating  Federal  agencies  could  effectively  interchange 
information  and  coordinate  their  activities  among  themselves, 
a Federal  Inter-Agency  River  Basin  Committee  was  organized  in 
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Washington,  D*  C«  in  19h3  by  the  Department  of  War,  Depart- 
ment of  Agriculture,  Federal  Power  Commission,  and  the 
Department  of  the  Interior  Original  agreement  was  known 
as  the  Quadripartite  Agreement*  Several  other  Federal 
Agencies  have  joined  the  committee  since  its  organization, 
including  the  Department  of  Health,  Education  and  Welfare, 
and  the  Department  of  Commerce® 

Type  of  records  created  will  be  Minutes  of  Meetings,  agenda, 
policies  and  procedures  and  studies  made  on  problems  sub- 
mitted by  menier  agencies  for  approval  by  the  committee; 
also  reports  and  minutes  of  meetings  forwarded  by  inter- Agency 
River  Basin  Committees® 

Record  Copy*  Washington,  Do  G.o 

Retain*  Indefinitely 

Dispose?  Duplicate  Copies  at  discretion  of 
Agency® 

A®  Inter-Agency  River  Basin 

Since  the  organization  of  the  FIARBC,  a number  of  Inter- 
Agency  River  Basin  Committees  have  been  organized  for 
specific  basins  throughout  the  United  States® 

The  purpose  of  these  committees  is  to  implement  the 
policies  and  purposes^bf  the  FIARBC  by  providing  a 
means  through  which  field  representatives  of  the  par- 
ticipating Federal  Agencies  may  coordinate  their 
activities  with  those  of  the  States  in  the  investiga- 
tion and  preparation  of  reports  covering  the  water 
resources  and  related  land  resources  of  the  basins* 

Records  in  general  will  consist  of  reports  and  minutes 
of  meetings  held  by  the  committee,  subcommittee  or  task 
force  members®  There  may  be  included  problems  and  needs 
of  -Uie  basin  such  as  the  efficient  development,  utiliza- 
tion and  conservation  of  land  and  water  resources® 

Record  Copy*  Washington  and  State  Offices 

Retain?  Washington  copy  for  transfer  to 
National  Archives® 

Dispose?  Other  duplicate  copies  at  discretion 
of  State® 
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Combination  File  Outline  Designed  for  Use  at  Area  and  Work  Units « Addi- 
tional Copies  are  available  from  the  Washington  Offices 


ACCIDENTS  (ACD) 

Accidents  to  federal  personnel,  damages 
claims,  vehicles,  both  private  and  govern- 
ment-owned, accident  prevention  and  appoint- 
ment of  investigating  officers • Classify 
and  file  correspondence,  forms,  narrative 
reports,  witness  statements,  police  reports 
pertaining  to  specific  accidents  either  in 
separate  folders  showing  date  and  location 
on  each  folder,  or  file  in  one  or  more 
folders  depending  upon  volume  <>  Staple  all 
related  material  together  in  chronological 
order 0 Personal  injury  files  may  be  con- 
solidated with  the  personnel  history  folder 
and  be  retained  until  disposition  is  made 
of  the  history  folder® 

Retains  Notice  of  appointment  of  investi- 
gating  officer  until  revoked®  These  may 
be  stapled  to  inside  cover  of  primary  sub- 
ject® 

Disposes  One  year  after  date  of  accident 
or  disposition  of  claimo 

ADMINISTRATIVE  SERVICES  (ASD) 

Covers  correspondence,  reports,  outside 
relations,  and  conferences  or  meetings  on 
ASD  probltms,  housekeeping,  and  material 
relating  to  the  overall  work  of  the  ASD 
which  is  too  general  to  modify  other  pri- 
mary subjects  in  the  outline*  Primary 
subjects  have  also  been  developed  for 
different  phases  of  the  work  of  the  ASD, 
as  Procurement,  Contracts,  Property,  Space, 
Records  Management,  Communications*  In 
the  small  offices  where  volume  is  no  prob- 
lem, it  may  be  possible  to  consolidate  all 
of  these  under  this  primary  subject  folder 
(ASD) « 

Retains  One  year* 

agreements  (Agree) 

Cooperative  Agreements,  Memoranda  of  Under- 
standing, agreements  and  cooperation  with 
other  Agencies  and  outside  organizations, 
use  and  type  of  farmer-district  agreements® 
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AGREEMENTS  (Agree)  (Cont'd)  Set  up  case  files  for  cooperation  and  agree- 

ments with  other  agencies  and  outside 
organizations,  USDA  Coordinated  Program, 
for  records  and  instructions  covering 
procedures  for  formulating  and  carrying  out 
agreements  with  Agricultural  Conservation 
Program  Service  (ACPS)  and  the  Soil  Conserva- 
tion Service  under  the  5 percent  provision 
for  technical  assistance.  Third  position 
folders  or  case  files  may  be  developed  by 
counties  to  take  care  of  executed  Form 
ACP-2314.  and  correspondence  and  other  forms 
used  in  allocating  and  accounting  of  ACPS 
funds.  Include  reports  of  the  work  accom= 
plished  in  these  counties  as  covered  by  these 
agreements , 

Carry  forward  from  year  to  year. 

Dispose;  Five  years  after  expiration. 


AGRONOMI  (Agron)  This  covers  records  concerning  the  management 

of  crops  and  includes  the  management  of 
Dastures,  meadows  and  orchards*  Controlled 
Burning  on  crop  lands;  Management  of  Crops 
including  cover  crops,  strip  crops,  rotation, 
weed  control,  studies  and  experimental  data, 
agronomic  practices  regarding  a specific  crop 
or  crops,  or  data  and  information  regarding 
a specific  crop  or  crops,  cropland,  tillage 
and  yield;  Orchards;  Outside  Relations  with 
other  government  agencies  including  ACPS  on 
agrononQT  practices;  Reports  including  meet- 
ings and  cont'erences,  trip  reports; 
Revegetation  and  reseeding;  Stubblemulch  and 
Vegetated  Waterways <> 


Retalji;  General  material  one  year© 

Retain;  Reports  and  technical  data  three 
years© 


ASSISTANCE  (Assist)  Covers  requests  for  assistance  from  land 

owners  and/or  operators  that  are  not  now 
District  cooperators  or  whose  land  is  not 
now  located  within  an  organized  District, 
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ASSISTANCE  (Assist)  (Cont^d)  Ndte;  For  requests  for  assistance  of 

State  Office  personnel,  see  ’’OPERATIONS.” 

In  some  instances,  it  will  be  desirable 
to  classify  these  requests  under  the 
primary  to  which  they  are  related. 

AUTHORIZATION  (Auth)  Delegation  of  Authority  to  act  for  another^ 

attend  meetings,  to  administer  oaths, 
distribute  salary  checks  and  savings  bonds, 
approve  travel  and  approve  use  of  private 
storage  for  vehicles,  power  of  attorney® 

Retain;  Until  material  becomes  obsolete 
or  superseding  authorization  or  delegation 
of  authority  is  issued* 

BIOLOGY  (Biol)  Biological  practices  contributing  to  soil 

and  water  conservation  and  their  place  in 
farm  and  ranch  plans | Animals,  including 
the  conservation  of  wildlife,  wildlife 
borders,  marsh  management,  habits,  rodent 
control;  Farm  Ponds;  Herbicides,  killing 
and  eradication  of  plants,  methods  and 
chemicals  used;  Insecticides,  including 
destruction  of  insects;  Insects  and 
Diseases,  their  identification  and  control; 
Outside  Relations  with  State,  Federal  and 
local  organizations;  Reports,  including 
trip  reports,  conferences,  meetings  re- 
lating to  this  primary® 

Retain;  General  material  one  year® 

Retain;  Reports  and  technical  data 
three  years® 

CARTOGRAPHY  (Cart)  Preparation,  reproduction,  distribution, 

purchase,  sale,  requests  and  delivery  of 
aerial  photographs,  maps,  charts,  diagrams, 
mosaics,  drawings,  adherence  to  mapping 
specifications,  use  of  colors;  geographic 
names,  mapping  aspects  of  boundaries  and 
other  related  activities.  Include  Work 
Orders® 

Retain;  General  material  one  year® 
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Retains  Original  Field  Survey  Sheets  show- 
ing soil  conservation  survey  data  indefinitely® 
This  includes  aerial  photographs,  original 
planetable  field  survey  sheets,  inked  acetate 
overlay  sheets,  and  such  other  records  show- 
ing soil  conservation  surveys  as  have  been 
compiled  or  annotated  in  the  field® 

Retains  Field  Survey  Sheets,  including 
aerial  photos,  planetable  sheets,  etc®; 
showing  no  original  data  of  any  kind  until 
they  become  excess  to  the  needs  of  the 
Service® 

Includes  correspondence  in  its  preparation, 
control,  routing,  postal  laws,  use,  control 
and  reporting  of  penalty  indicia,  loss,  theft, 
delay  in  mails,  use  of  envelopes,  telegraph, 
telephone,  and  radio  which  includes  the 
assignment  of  wave  lengths,  call  letters, 
requests  for  permission  to  use,  applications, 
type  and  regulations® 

Retain;  One  year® 

Anal)Records  concerning  the  evaluation  of  the 
conservation  program  in  terms  of  the  job 
ahead,  evaluation  studies,  progress  made  and 
the  effect  of  the  program  on  the  National 
economy,  higher  standards  of  living,  in- 
creased income,  agriculture  economics, 
higher  crop  yield,  conservation  benefits 
and  needs,  conservation  timetable,  physical 
land  studies  and  requirements  of  a Nation 
in  terms  of  soil  conservation® 

Retain;  Five  years « 

Covers  documents  and  correspondence  regard- 
ing preparation,  letting  and  acceptance  of 
contracts  for  material,  supplies,  services, 
and  space®  Attach  correspondence  and  other 
papers  to  each  individual  contract.  If 
volxjme  justifies,  set  up  case  files,  for 
example • Asc(WA-S)-l8,  Office  Space,  Spokane® 
Arrange  case  files  either  numerically,  by 
type  of  contract  or  by  location  alphabeti- 
cally within  the  files. 

Dispose;  One  year  after  expiration. 
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(Dist)  These  are  records  relating  to  the  basic 

organization  and  development  of  the  districts a 
Included  here  will  be  instructional,  pro= 
cedural  or  infomational  material  that  is 
issued  by  the  National  Board  of  Soil  Con- 
servation  Districts,  District  Board  of 
Supervisors,  or  by  the  State  Soil  Conser- 
vation governing  body.  When  general 
material  pertains  to  two  or  more  districts 
or  districts  outside  your  area  on  such 
subjects  as  District  Annual  Reports,  change 
of  Boundaries,  Elections,  Legislation, 
Memorandum  of  Understanding,  Organization, 
Program  and  Work  Plan,  Resolutions, 

Schedules  of  Assistance,  and  Supervisors 
Meetings,  this  primary  subject  folder  will 
be  used.  If  volume  justifies,  set  up 
extra  folders  for  some  of  the  above  under- 
scored subjects  5- 

7/liere  specific  districts  are  involved,  set 
up  a second  position  folder  for  each 
Districts.  The  district  case  file  will 
show  the  legal  name  of  the  district  and 
will  contain  maps,  certificate  of  organiza- 
tion, basic  memoranda  of  understanding, 
program  and  work  plans,  annual  reports, 
list  of  supervisors,  range  condition  guides, 
boundaries,  legal  description  and  survey 
reports.  Annual  reports  may  be  acco- 
fastened  on  the  left  side  and  correspondence 
and  other  documents  on  the  right  side  of 
folder.  Third  position  folders  may  be 
established  back  of  each  district  where 
volume  justifies  for  Annual  Reports, 
Organization,  including  requests  for  assist- 
ance, inclusions,  memoranda  of  understand- 
ing, schedules  of  assistance,  loan  and 
grant  of  equipment,  seed  and  tree  stock 
furnished  the  SCDj  Minutes  of  Supervisors' 
Meetings,  Work  Plan  and  Program  including 
range  c o ndi ti on  guide s , survey  work  plans 
and  annual  work  plans. 

Dispose;  Five  years  after  SCS  discontinues 
assistance  to  District* 
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DRAINAGE  & IRRIGATION  (Dr  & Irrig)  Development  of  group  enterprises  and  group 

facilities  including  installation  apd/or 
irrigation  of  land.  Includes  drainage  and 
irrigation  reports,  meetings,  conferences 
and  outside  relations  with  other  agencies 
and  private  organizations  on  drainage 
problems.  Records  on  water  disposal 
practices,  drainage  systems,  irrigation 
systems,  water  storage  reservoirs,  job  plans 
and  project  proposals  except  for  records 
coming  under  the  category  of  flood  control 
(prevention).  Develop  case  files  on  specific 
drainage  and  irrigation  projects.  Case  files 
should  contain  copies  of  the  agreement  between 
District  and  farm  orniers  or  tenants,  operation 
plan,  construction  progress  report,  and  all 
other  related  correspondence* 

Retain;  General  material  one  year. 

Retain;  Technical  data  and  reports,  three 
years. 

Retain;  Case  files  indefinitely,  including 

field  notebooks  properly  identified. 

ENGINEERING  (Eng)  Planning,  development,  use  and  construction 

of  erosion  control  and  water  conservation 
structures  (job  plans,  job  proposals,  main- 
tenance standards) 5 practices  including  brush 
removal,  outlets,  diversion  ditches,  terrac- 
ing, bank  and  highvfay  protection.  Includes 
engineering  reports,  meetings,  conferences 
and  outside  relations  with  other  agencies 
and  private  organizations  on  engineering 
problems.  Set  up  case  files  on  specific  dams 
and  structures  as  are  required.  Keep 
separate  field  notebooks  for  each  series  of 
operations,  as  farm  planning,  flood  control 
(prevention),  drainage  and  irrigation,  and 
engineering,  making  sure  they  are  properly 
identified  with  dates,  location,  and  name 
of  operation. 

Retain;  General  material  one  year. 

Retain;  Technical  data  and  reports,  five 
years. 

Retain;  Case  files  indefinitely  including 
field  notebooks. 
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Management,  inspection,  maintenance,  de- 
velopment  and  specifications  of  equipment 
which  belongs  to  the  Service ; assignment 
and  replacement  of  passenger-carrying 
vehicles  and  garage  and  automotive  equip- 
ment records* 

Retain;  Operations  records  (inspections, 
use,  requests  for,  etc.)  one  year* 

Develop  history  case  files  on  each  piece 
of  equipment  and  include  records  pertain- 
ing to  each  specific  piece  of  equipment® 
Arrange  folders  numerically  by  license 
mimbers* 

Retain;  Equipment  maintenance  history 
'(‘shop^work  orders,  Job  cost  records,  etc*) 
and  destroy  when  equipment  is  sold*  When 
transferred,  history  folder  will  accompany 
equipment* 

Practices,  theory,  and  procedures  utilized 
in  farm  planning.  The  development  of  farm 
and  ranch  plans  with  or  without  soil  conser- 
vation surveys.  Includes  techniques,  as 
progressive  farm  planning.  Case  files  may 
be  set  up  for  sample  farm  plans  supplied  the 
Soil  Conservation  Service  by  the  District. 

Retain;  General  material,  one  year® 

Retain;  Technical  data,  including  reference 
raaterd.al,  five  years* 

SCS  FARM  PLANS;  In  many  field  locations 
in  addition  to  the  copy  of  the  farm  plan  be- 
ing prepared  and  maintained  for  the  SCD, 
the  SCS  also  maintains  a copy® 

Retain;  SCS  copies  of  farm  plans  as  long 
as  they  are  active  at  which  time  they  may 
be  destroyed. 

DISTRICT  FARM  PLANS;  Copies  of  the  conser- 
vation farm  or  ranch  plans  prepared  for  the 
SCS-SCD  files  are  documents  developed  and 
agreed  upon  by  a farmer  and  the  District  and, 
as  such,  represent  official  SCD  records® 
Decentralize  from  Soil  Conservation  Service 
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(Cont*d)  records.  These  plans  will  be  filed  in 
alphabetical  order  by  name  of  farmer  or 
tenant. 

Retain;  V/here  these  are  maintained  in 
the  SCS  office  for  the  District,  no  dis- 
position should  be  made  by  Soil  Conser- 
vation Service  personnel.  Responsibility 
of  District  Supervisors* 

Includes  analysis,  use,  effectiveness,  tests 
and  observations,  types  and  kinds. 

Retain;  One  year 

Records  that  relate  to  the  policy,  procedure, 
laws,  regulations,  pertaining  to  the  control 
of  financial  matters  and  the  application  of 
fiscal  requirements.  Includes  information  on 
appropriations,  budgets,  accounts,  auditing 
of  fiscal  documents,  checks,  timekeeping 
records,  savings  bonds,  withholding  tax,  pay- 
rolls, time  and  attendance  reports,  postage 
stamp  disposition  record,  vouchers,  payroll 
lists,  miscellaneous  audit  difference  state- 
ments, post  office  box  rentals  and  related 
correspondence  * 

Retain;  General  material  one  year. 

Retain;  Audit  difference  statements  until 
reviewed  at  time  of  inspection. 

Records  concerning  the  management  of  Farm 
Forest  and  range  vfoodlands;  Fire  Control; 
Grazing;  Marketing  and  Forest  products, 
including  timber  surveys,  cutting  practices, 
timber  sales,  marking  trees  for  harvest, 
estimates  of  salable  timber  and  market  prices 
Reports,  including  conferences  and  meetings 
on  forestry  problems;  Outside  Relations  with 
other  government  agencies  including  AGPS,  and 
private  organizations,  on  forestry  problems; 
Windbreaks,  including  tree  planting;  Woodland 
Management,  including  reforestation,  pro- 
tection, program  and  planning,  experimental 
or  observational  work. 

Retain;  General  material  one  year. 

Retain;  Technical  Data  and  reports,  three 
year So 
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Retain?  Case  files  indefinitely® 

Covers  policy  and  procediires  pertaining 
to  the  management,  development  and  approval 
of  new  forms,  restrictions,  improvements 
and  types  of  forms,  permission  to  use, 
proposed  use,  preparation,  and  requests. 

Retain;  One  year. 

GROUP  ACTION  (Gp  Act)  Includes  phases  of  neighborhood  approach, 

locating  community  leaders,  annual  or 
special  reports  on  group  action,  reports 
of  committees,  conf*erences,  minutes  of 
meetings  all  reHa  ting  to  the  group  action 
approach  or  method  in  the  planning  and 
application  of  soil  conservation  practices® 

Retain;  General  material,  one  year. 

Retains  Technical  and  reference  material, 
three  years© 

HANDBOOKS  AND  MANUALS  (HB  & MNL)  Development,  use  of  and  distribution© 

Place  handbooks  and  manuals  in  binders 
(ring  or  acco)  and  keep  in  bookcases  or 
other  suitable  place  for  ready  reference® 

Retain;  Until  superseded® 

INFORMATION  & EDUCATION  (info)  Records  pertaining  to  procedure,  techniques, 

methods  of  writing  news  releases,  motion 
pictures,  photographs,  visual  aids,  nega- 
tives, posters,  conservation  education, 
speeches,  press  clippings,  and  contests® 

Folders  in  the  Secondary  position  may  be 
added  for  Articles  (monographs  and  manu- 
scripts), Contests,  Education,  Library, 
Press,  Radio,  Speeches,  and  l/'isual  Aids 
including  photographs,  slides,  negatives, 
charts,  exhibits. 

Retain;  General  material,  one  year. 

Retain;  Other  records  as  required.  If 
material  used  frequently,  may  be  desirable 
to  retain  beyond  the  retention  period 
recommended  for  the  general  material® 
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LEGISLATION  (Legis)  Federal  and  State,  including  legislative 

hearings® 

Retain;  Material  as  long  as  legislation 
is  in  effect*  Proposed  legislation  may  be 
dj.sposed  of  after  three  years® 

MANAGEMENT  IMPROVEMENT  (Mgm  Imp)  Responsibilities,  policies,  and  objectives  of 

the  management  improvement  program*  Covers 
annual  or  special  reports,  reports  of  com- 
mittee meetings^  work  improvement  proposals^ 
Employee  Suggestions;  Inspections;  and 
Vifork  Improvement  Systems  including  the  work 
i^rovement  council*  In  some  instances  it 
will  be  desirable  to  classify  inspections 
under  the  primary  to  which  they  relate,  as 
ASD,  PERSONNEL,  FISCAL,  AGRONOMY,  RANGE,  etc® 

For  inspections  that  cover  two  or  more 
primary  subjects  this  primary  subject  should 
be  used* 

Retain;  General  material,  one  year* 

Retain;  Inspection  Reports  until  superseded 
by  another  report® 

MEETINGS  (Meet)  Meetings  which  have  to  do  with  the  operational 

aspects  of  the  .Service,  includes  meetings  of 
the  State  Conservationists  and  his  technical 
and  administrative  staff.  Area  and  Work  Unit 
personnel®  Do  not  include  meetings  relating 
to  specific  primaries,  as  Management  Improvement 
Range,  Agronomy,  etc*,  for  these  are  filed  with 
the  primary  subject  to  which  they  relate® 

Retain;  Material  pertaining  to  notices  of  meet- 
ings, prupose  of  meetings,  proposed  agenda, 
attendance  at  meetings,  time  and  place  of  meet- 
ing and  similar  material,  one  year* 

Retain;  Reports  of  meetings  which  form  policy 
or  objectives  of  the  Service,  five  years© 

MEMORANDA  (Memo)  Includes  routing  of  correspondence,  requests, 

distribution,  and  preparation*  File  numbered 
memoranda  in  numerical  order  in  separate 
binders  or  folders  as  your  numbered  copies 
of  field  memoranda,  technical  notes,  infor- 
mation memoranda,  etc*  Cross-reference  to 
subject  file® 
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MEMORANDA  (Memo) 
OPERATIONS  (Oper) 


ORGANIZATION  (Org) 


(Cont*d)  Retains  Numbered  nsemoranda  ujitil  super* 

sedad  by  new  instructions® 


The  records  in  this  category  cover  the 
overall  application  and  utilization  of 
soil  and  water  conservation  practices  and 
techniques®  Includes  land  and  water 
inventories  and  analysis  of  soil  conser* 
vation  district  activities^  Teclmical 
Standards^  technical  guide job  sheets ^ 
conservation  guides;  Vfork  Load  Analysis 
including  job  analysis  and  tlrr^  schedul* 
ing,  requests  for  assistance  of  State 
Office  personnel!  USDA  Coordinated  Progragig 
Operation  and  development  of  policy  and 
procedures  in  carrying  out  the  AGP 
program^  including  assistance  fiirnished 
CO op era tors  on  permanent  type  AGP  practices 
Responsibilities  in  connection  with  plarm* 
ing«  installing^  and  checking  performance 
on  terracing^  farm  ponds 5 drainage  aiid 
irrigation^  wildlife ^ forestry^  land 
capabilities  and  land  leveling®  Include 
minutes  of  meetings^  guides 5 handbooks^ 
and  bulletins  developed  cn  tliis  phase  of 
the  conservation  program® 

Note;  Individual  primary  subjects  have 
also  been  included  in  this  outline^  for 
example^  Agronomy^  Biology^  Eiiginesring^ 
Range 3 etc®  Where  volume  is  no  problem 
in  the  small  field  office^  it  may  be 
desirable  to  consolidate  some  of  these 
technical  subjects  under  this  primary 
subject  folder© 

Retalng  Three  years  © 

Includes  reorganization^  plans  for^ 
suggestions,  policy  (including  basic 
policy),  fimctional  guides^  recommendations 
and  proposals  on  establishment  and 
abandonment  of  offices^  key  personnel 
changes 5 directories!  USDA  Coordinated 
Programo  on  organization  and  operation 
of  the  Mobilization  Gommittee  and  their 
approach  to  the  Agricultural  Conservation 
Program^  the  Farm  Fajciily  Policy  Review^ 
committee  ac'bivities  including  roster  of 
membership^  number  of  members^  mi^mtss 
of  meetings^  reports^  numbered  and  un^ 
numbered  memoranda  covering  organization 
and  duties© 
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ORGMIZATIuj  (Org)  (Cont’d) 
PATENTS  (Pat) 


PERSONNEL  (Pers) 


PLANTING  MATERIALS  (Plant) 


Retaing  Until  records  becone  obsolete o 

Records  regarding  the  granting  of  patents 
to  employees.,  retention  of  commercial 
rights  by  inventor ^ instructions  on  appli» 
cation  procedure o Set  up  case  files  when 
employee  makes  formal  application  on  a 
patent o 

Retaing  General  material^,  one  year  ® 

Retaing  Case  files^  indefinitelyo 

Activities  (employees) | Applications! 
Appointments!  Awards  and  Citations^  including 
recommendations!  Citizenship!  Classification 
(job  description  and  analysis);  Credentials! 
Hours  of  Duty;  Inve  s tig  a tions  j Leave  (general 
only) I Military  Servicej  Outside  Work  (request 
to  perform^,  regulations,  policy)!  political 
Activity;  Promotion  and  Demotion!  Standards 
of  Performance  (performance  ratings)! 

Safety  (meetings,  minutes  of,  safety 
news  letters)!  Transfer  (including  detail), 
and  WAE  Letters  of  Authorization!  Training o 

Set  up  individual  folders  for  each  permanent 
en5)loyee  and  one  folder  for  all  temporary 
and  Letter  of  Authority  employees®  Any  of 
the  above  material  relating  to  a specific 
individual  should  be  filed  in  the  individual's 
personnel  case  folder© 

Retaing  General  correspondence,  one  year® 

Retaing  Case  files  until  employee  is  trans- 
ferred or  is  separated,  at  which  time  file 
is  to  be  forwarded  from  the  Area  and  Work 
Units  to  the  State  Office  where  it  will  be 
consolidated  with  their  records© 

Noteg  Folders  covering  personnel  on  military 
or  educational  leave  will  be  retained® 

Includes  correspondence  and  records  covering 
inquiries,  suggestions,  recommendations,  and 
policy  regarding  planting  materials;  field- 
scale  planting  trials,  or  seed  increase 
plantings;  soiirces  of  supply;  lists  of  seed 
and  plants;  reports  or  meeting  on  plant 
material  problems® 
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PLAINING  MTERIALS  (Plant) 

PROCUREMENT  (Proc) 


PROPERTY  (Prop) 


PUBLICATIONS  (Pub) 


RANGE  MANAGEMENT  (Rng) 


(Cont^  d) Retains  General  material,  one  year 

Retains  Technical  records  on  plantings, 
three  years o 

Prcc'urement  of  materials,  supplies,  ser=» 
vices o Catalogs,  including  quotations 
and  mailing  lists|  Gasoline,  oil  and 
courtesy  cards|  Req\ilsitions  and  Purchase 
Orders I procurement  needs  and  corres- 
pondence  o 

Retains  One  year  <> 

These  records  concern  the  management  of 
official  Soil  Conservation  Service  property® 
Includes  Accession  (property  acquired  other 
than  through  p'ocurement  channels )| 
Accountability!  Classification  (identification 
and  decal ^ I Construction!  Disposition  (sale 
s-urvey,  surplus,  loan,  transfer,  theft,  loss. 
Board  of  Survey) j Inventory!  License  Plates® 

» Set  up  case  files  for  each  series  of 
numbered  documents  used® 

Retains  General  correspondence,  one  year, 

Retains  Property  Cards  AD“10o  while  prop- 
erty is  in  custody®  Cards  will  aceon5)any 
property  when  transferred  or  otherwise 
disposed  of® 

Correspondence  relating  to  availability 
of  I distribution!  inventory!  pr=  eparationi 
requests  for  publications,  pamplilets  and 
bulletins o Actual  publications  are  either 
filed  by  subject  matter  in  bookcases,  shelves, 
or  in  store  room  for  distribution  to  the 
general  public o See  8l2®7  and  812® 7 (!)• 

Retains  Correspondence,  one  year  ® 

Retains  Reference  material  Indefinitely, 
or  as  long  as  you  have  a need  for  it® 

The  management  of  range  lands,  quality  and 
quantity  of  food  available,  the  grazing  of 
such  lands,  determining  range  carrying 
capacity,  fire  control  on  range  lands. 
Livestock!  Outside  Relations  with  other 
agencies  on  range  problems,  and  with 
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RANGE  LIANAGEMENT  (Rng)  (Cont’d)  American  Society  of  Range  Management^  Reports 

and  Meetings^  including  range  schools ^ special 
studies,  range  charts,  posters,  and  surveys o 

Retain:  General  material,  one  year? 

Retain*  Special  studies  and  original  range 
surveys  field  sheets  indefinitely « 

RECORDS  MANAGEMENT  (Rec  Mgt)  Maintenance,  disposition,  management,  records 

inventory,  classification  and  filing  of 
correspondence,  transfer  of  records,  micro- 
filming, safekeeping,  and  records  securityo 

Retains  One  year© 

RECORDS  AND  REPORTS  (RiSJl)  Reporting  instructions  and  procedures, 

development  and  changes  in  reporting  systemo 
Separate  folders  will  be  set  up  for  each 
series  of  numbered  forms  used  and  carried 
forward  from  year  to  year? 

SCS-I90  Daily  Activities  Record 
SCS-I92  Activities  Record 

Retain;  One  year  from  date  of  last  entry 
or  may  be  retained  by  individual  creating 
them* 

SCS-19^  Work  Report 

SCS-19^a  Work  Report  on  Group  Enterprise 

SCS-1951^  work  Report  on  Flood  Control 


Retain;  Five  years© 


SCS-196 

SCS-197 

SCS-197a 

SCS-200 

SCS-202 


Record  of  Practices  Planned  and 
Applied© 

Summary  of  Practices  Planned  and 
Applied© 

Summary  of  Practices  Planned  and 
Applied© 

Progress  Report  on  ACP  work© 
Monthly  Vfork  Report  under  AC  PS 
County  Committee  Agreements  with 
SCSo  Replaced  by  SCS-200 9 


Retain;  Five  years • 
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RECORDS  AND  REPORTS  (R&R)  (Cont® d)S0S=501  Monthly  Time  Report 

Retain?  Two  years* 

Form  1 and  la  ~ Creation  of  SCD» 

2792a^  C5  and  d Status  of  SCD 
Organization. 

Retain?  Indefinitely* 

AD“187  Operation  Record  on  Government- 
ov/ned  Equipment* 

Retain?  Tirree  years  * 

Work  Sheets  indicating  ACP  Progress  Data 

Retain?  Until  information  posted  to 
SCS-200  or  SCS“202* 

RELATIONS  (PUBLIC)  (Rela)  Records  concerning  relationships  with 

outside  individuals^  organizations^ 
and  other  Federal^  State,  or  other  USDA 
agencies  or  bureaus*  Includes  coopera- 
tion with  these  outside  individuals  or 
organizations  for  the  purpose  of  stimu- 
lating interest  in  the  program*  These 
records  also  include  Complaints  and 
Criticisms  of  the  Soil  Conservation  Pi'o- 
gramj  Congressional  Foreign  Relations 
including  visitors  from  foreign  countries | 
relations  with  churches,  commercial 
organizations,  educational  institutions, 
youth  organizations,  and  conservation 
observances*  May  be  set  up  in  separate 
case  files  and  organized  by  individuals, 
groups,  event,  or  type*  These  would 
include  Work  Shops,  Field  Days,  Demon- 
strations, Dinners,  Tours,  and  coopera- 
tion with  farm  equipment  dealers* 

Retain?  General  material,  three  years* 

Retain?  Commendations,  complaints, 
criticisms.  Congressional  relations,  and 
foreign  relations,  five  years® 

REPORTS  (Rpts)  State  and  National  annual  reports,  monthly, 

narrative!  reports  from  outside  organiza- 
tions covering  their  work  program*  Do 
not  file  reports  here  which  fit  back  of 
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other  appropriate  primary  subjects  a 

Retains  Five  years o 

RESEARCH  (SEE  ALSO  TECHNICAL  DATA)  Research  needSj,  problems^,  projects^  and 
(Resa)  procedure  as  related  to  soil  type^  soil 

cover^  and  soil  conditions  •which  are  fun- 
damental to  the  design  of  soil  and  -water 
conservationo 

1 REPORTS  Annual^  quarterly,  mon-thly  or  special 

reports  covering  research  activities,  re- 
ports of  meetings  and  conferences  on 
research  problems© 

2 OUTSIDE  RELATIONS  Cooperation,  relations  or  contacts  with 

private  organizations,  federal  or  state 
agencies  or  individuals  interested  in  the 
development  of  research  activities® 

11  CASE  FILES  These  files  should  be  organized  by  projects, 

work  plans,  and  special  surveys© 

Note?  These  primary  and  secondary  subjects 
limited  to  Research  projects© 

Retain;  General  material,  three  years© 

Retain;  Case  files  indefinitely* 

SOIL  CONSERVATION  SURVEYS  (Sur)  Data  pertaining  to  soil  conservation  surveys 

including  a *map  for  each  District,  a land 
capability  guide  for  each  problem  area  in 
soil  conservation,  a land  capability  table 
for  each  District  and  land  capability  map; 
the  overall  work  of  the  State  Soil  Scientist, 
Survey  Supervisors,  Area  Soil  Scientist* 

Place  material  in  District  Case  files  where 
applicable©  Also  includes  Reports,  including 
meetings,  conferences|  Outside  Relations 
with  other  Agencies  on  soil  survey  problems© 

Retain?  General  material,  one  year© 

Retain?  Land  capability  guides  and  maps 
until  superseded© 

Retain?  One  year  © 
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TECHNICAL  DATA  (Tech)  Covers  studies  and  investigations  being 

conducted  to  find  the  causes  and  extent 
of  land  damage  under  varying  conditions, 
and  the  remedial  measures  that  may  be 
utilized  in  the  control  of  soil  erosion, 
land  damage  and  water  losses,  included 
is  material  relating  to  collection,  assem- 
bly and  interpretation  of  data  relating 
to  Humid! tyi  Hydrology  including  runoff, 
ground  water  ( geolo^) , percolation, 
water  tables,  soil  permeability,  reservoir 
datai  Precipitation  including  rainfall, 
snow  surveys;  Reports  covering  monthly, 
quarterly,  annual  or  special  reports 
on  land  damage,  trip  reports,  inspection 
reports  and  reports  of  meetings  and 
conferences  dealir^  with  these  problems; 
Sedimentation,  sampling  streams  for 
debris  loads,  contents  of  rivers,  sedi- 
mentation flood  damage,  investigations, 
sediment  problems  relating  to  flood- 
ways,  navigation  of  channels  and  harbors, 
dredging  or  sluicing  sediment  from 
reservoirs. 

Retain;  Three  years. 

Freight  or  e:q)ress  - includes  bills  of 
lading,  movement  of  household  goods, 
transportation  costs,  routing,  air  ex- 
press or  air  freight,  government 
losses  in  shipment  and  shipping  instruc- 
tions® 

Retain;  General  material,  one  year® 

Retain;  Government  Bill  of  Lading  - 
Receipted  yellow  memorandum  of  the  issu- 
ing office,  five  years*  All  other  copies 
one  year® 

TRAVEL  (Trav)  Author! za tions  including  issuance  of  T/R*s; 

Automobile,  requests  to  use  personal  car; 
Itineraries  and  trips;  and  Per  If 

volume  justifies,  file  individual  oravel 
requests,  travel  authorizations  and  amend- 
ments to  travel  authorizations  in  numerical 
sequence.  Classify  and  file  itineraries 
and  trips  by  name  of  traveler® 


TRANSPORTATION  (OF  THINGS) 
( Trans ) 
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WATER  CONSERVATION  (Wa  Cons) 

Includes  the  use  of  water,  water  rights, 
water  requirements,  watershed  surveys  to 
determine  methods  and  feasibility  of  de- 
veloping water  conservation  practices, 
plans  and  programs,  water  potentials  and 
resources,  water  sources,  up-stream  and 
down-stream  erosion  control,  water  disposal, 
including  control  of  flood  waters,  and  the 
prevention  of  damage ® Also  includes  Basin 
development,  as  the  Columbia  River  Basin, 
Missouri  River  Basin;  Flood  Prevention 
surveys,  proposals  for  joint  development 
of  flood  facilities,  development  of  water- 
shed plans,  work  plans,  hearings,  etCo; 
District  Relations  with  organizations  and 
other  agencies  on  water  conservation  prob- 
lems; Reports  of  trips  and  meetings  on 
water  problems;  Water  including  require- 
ments,  rights,  water  spreading,  general 
water  disposal;  7/atershed  Protection 
including  organization  and  development  of 
authorized  watershed  protection  projectso 
This  primary  subject  should  take  care  of 
the  needs  for  many  of  the  field  locations 
where  no  specific  Flood  Control  or  Water- 
shed Projects  are  authorized# 

For  those  offices  with  authorized  projects 
the  following  secondary  subjects  have 
been  developed  for  your  needs# 

11  FLOOD  PREVENTION 

Includes  preliminary  examinations  and  sur- 
veys for  flood  control*  Contains  operation 
and  work  plans,  research  and  technical  data 
necessary  to  develop  a flood  control  program# 
Contains  records  on  such  specific  projects 
as  the  LOS  ANGELES  RIVER  YiTATERSHED,  THE 
PAJARO  RIVER  WATERSHED,  RUSSIAN  RIVER  YiTATER- 
SHED,  SALINAS  RIVER,  WALLA  WALLA  RIVER  WATER- 
SHED, etc#  Establish  alphabetical  case 
files  in  third  position  folders  for  each 
watershed  and  include  all  related  material 
in  the  watershed  folder© 

lU  BASINS 

Correspondence  and  records  on  the  overall 
federal  inter-agency  river  basins  including 
organization,  membership,  assignment  of 
committees,  meetings,  reports,  work  plans^ 
watershed  investigations  and  cooperation  with 
other  Agencies  whereby  they  may  effectively 
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interchange  information  and  coordinate 
their  activities  among  themselves  and 
with  those  of  the  States  in  the  investi= 
gation  and  preparation  of  reports  covering 
the  water  resources  and  related  land 
resources  of  the  area  involved o Includes 
Columbia  River  Basin  Inter-Agency  Committee^ 
Missouri  River  Basin  Interagency  Committee^ 
etc® 

15  WATERSHED  PROTECTION  This  program  is  covered  in  a separate  and 

distinct  budget  from  flood  prevention  and 
shall  therefore  necessarily  be  considered 
separately  and  distinctly  from  FLOOD 
PREVENTION  11  above® 

Includes  correspondence 5,  budgets,  reports, 
inspections,  meetings,  evaluation,  etc*., 
all  dealing  with  the  organization  and 
development  of  the  watershed  protection 
projects®  In  areas  where  specific  projects 
are  authorized,  case  files  will  be  estab- 
lished as  outlined  below,  making  certain 
to  set  up  only  those  requi.red  to  meet 
your  needs® 

NAME  OF  PROJECT  - For  example,  ADOBE  CREEK, 
CALLEGUAS  CREEK,  DRY  CREEK,  MISSION  CREEK, 
SPRING  VALLEY  AND  V/ALNUT  CREEK  TRIBUTARIES® 
Arrange  alphabetically  and  include  corres- 
pondence  and  other  related  material  - for 
each  specific  project®  Include  the  sponsor- 
ship letter,  letter  of  designation,  farm 
planning  and  survey  material®  Also  includes 
correspondence  and  records  on  Budge tsj 
Evaluations  of  program  and  whether  we  are 
accomplishing  what  we  set  out  to  do| 
Documents,  as  Memorandum  of  Understanding, 
Cooperative  Agreements,  Contracts | Maps| 
Reports I and  Work  Plans® 

Since  these  project  folders  are  to  be 
carried  forward  from  year  to  year  until  the 
projects  are  completed,  it  may  be  necessary 
in  time  to  establish  individual  folders 
back  of  each  project  to  take  care  of  the 
underlined  subjects  shown  above,  as  Budgets, 
Evaluations,  etc® 

Retains  General  material,  five  years® 

SCS  3-1-5U  Retains  Case  files  indefinitely® 
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WHEELER  CASE  (WC) 


YfIND  EROSION  (Wind) 


This  is  a specialized  file  used  only  in 
the  areas  where  authorized  Wheeler-Case 
Projects  are  in  operationo 

Retains  Forward  records  to  State  Office 
when  project  is  discontinued® 

Control,  prevention,  damage,  effects  on 
crop  yield,  dust  bowls,  wind  erosion 
reports,  wind  erosion  condition  maps  and 
causes  ® 

Retains  2 years  ® 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
SOIL  CCMJSERVATION  SERVICE 
WASHINGTON  2$,  Do  Co 


May  20,  19^h 


STATE  CONSERVATIONISTS 

TERRITORIAL  CONSERVATIONISTS 

OFFICIALS  IN  CHARGE,  INTERIM  REGIONAL  OFFICES 

FIELD  CARTOGRAPHIC  OFFICES 


The  attached  revision  coir5)letes  the  Records  Management  & Comimmica- 
tions  portion  of  the  ASD  Handbook* 

The  material  covers,  among  other  subjects,  procedures  on  Penalty 
Mail,  Statistical  Summary  of  Records  Holdings,  and  Communications® 
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831.17 
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LIST  OF  CURRENT  FORMS 
METHODS  OF  DISPOSAL 
Sale  as  Waste  Paper 
Destruction 

Transfer  to  non-Government  Agencies 
NON»SCHEDULE  DISPOSAL 

Conditions  of  Acceptance 
Priority  for  Transfer 

PliOHIBITION  ON  PURCHASE  OF  FILING  EQUIPMENT 

USE  OF  FILING  EQUIPMENT  FOR  STORAGE  OF  USELESS  DOCUMENTS 

RECORDS  DEPOSITORIES 

Management  of  Records  in  Depository 
Identification  of  Records  in  Depository 
Upkeep  of  Depository 
MCROFILMING 

AVAILABILITY  OF  INFORMATION  Am  IJECORDS 
COMMUNICATIONS 

PREPARATION  OF  CORRESPONDENCE 
Style 

Number  of  Copies 

Telegrams  - Washington  and  State  Offices 
Subject  Line 

Listing  Subjects  on  Correspondence 

Use  of  Subject  Line  in  Classifying  Correspondence  for  Filing 
Routing  Slips 

Initialing  of  Correspondence 
MAIL 

THE  PENALTY  INDICIA 
USE  OF  PENAI.TY  INDICIA 

Personal  Use  of  Penalty  Indicia 
General  Instructions  for  Certain  Specific  Uses 
Room  or  Hotel  Reservations,  Use  of 
Restrictions  on  Use  of  penalty  Mail 
Exceptions  to  Restrictions  on  Use  of  penalty  Mail 
TYPES  OF  DATA  TO  BE  REPORTED 

Distinction  between  Inventory  Accounts  and  Usage  Accounts 
CLASSES  OF  MAIL  AND  RATES  APPLICABLE 
First-Class  Mail 
Second-Class  Mail 
Third  and  Fourth-Class  Mail 
MAILING  PATTERN  FOR  LOCAL  OFFICES  (AREA  & WORK  UNIT) 

DAILY  TAIL!  SHEET  - PENALTY  MAILINGS  » FORM  AD-192  (Test) 
MONTHS  SUmiARY  OF  PENALTY  MILINGS,  FORJ^l  AD-191  (Test) 
QUARTERLY  REPORTS 

Certil'icate  of  Official  Matter  Mailed  Under  the  Penalty 
Privilege-  Form  AD-2y7  (Copy  Attached) 

Quarterly  Statement  of  Penalty  Indicia  Matter  Acquii^ed 
Locally,  and  Certificate  of  Compliance,  Form  AD-298 


SCS  ^-20-^U 


831.18 
831o18  (1) 

83I0I8  (2) 

83I0I8  (3) 
83I0I8  (k) 
831.18  (^) 
83I0I8  (6) 
831 0I8  (7) 
831.18  (8) 
831.18  (9) 
831.18  (10) 
831o2 
831o2  (1) 

831.2  (2) 
831.2  (3) 
831.2  (U) 
831.2  (^) 
831.2  (6) 
831.2  (7) 
831.2  (8) 
831.2  (9) 
831.2  (10) 
831.2  (11) 
831.2  (12) 
831.2  (13) 

831.2  (14) 

831.3 

831.31 

831.4 

831.5 

831.6 

831.7 

831.8 
831.8  (1) 
831.8  (2) 
831.8  (3) 
831.8  (4) 
831.8  (5) 
831.8  (6) 
831.8  (7) 
832 

832  (1) 

832  (2) 

832  (3) 

832  (4) 

832  (5) 
832.1 

832o1  (1) 

832.1  (2) 


Administrative  Services  Division 


ANNUAL  INVENTORY  OF  PENALTY  MATTER  - FORM  AD-296  (Copy  Attached) 
General  Instructions 
Material  to  be  Counted 
Material  on  Hand 
Central  Supply  Division  Stocks 

Materials  Stocked  by  the  Government  Printing  Office 
Materials  Stocked  by  the  General  Services  Administration 
Reports  of  Articles  Transferred 
Reports  of  Obsolete  Forms 
Signature 
Copies  Required 
CLASSES  OF  MAIL 
First-Class  Mail 
Second-Class  Mail 
Third-Class  Mail 
Fourth-Class  Mail 
Airmail  (Limit  8 Ounces) 

Air  Parcel  Post  Service 
Registered  Mail 
Special  Delivery 
Special  Handling 
Rates  On  Film 
Postage-Due  Mail 
Personal  and  Confidential  Mail 
Foreign  Mail 
Insured  Mail 
POSTAGE  STAMPS 

ACCOUNTING  FOR  POSTAGE  STAMPS 

POSTAL  ZONE  NUlfflERS 

POST  OFFICE  BOXES 

SHIPMENT  OF  GOVERNMENT  RECORDS 

TESTED  MAIL  SCHEDULES 

GENERAL 

Receipt  System 

Use  of  Postal  Mail  Sacks 

Bulk  Mailing  - December  1-26 

Bundling  of  Envelopes 

Envelope  Supply 

Mail  Room  Equipment 

Delivery  of  "Washington  Mail  on  Noi^-Work  Days 
TELEGRAPH 

General  Instructions 

Time  Zones  and  Daylight-Saving  Time  - Addresses  - Symbols 
Straight  Telegrams  Received  too  Late  for  Delivery  - 
Charge  Made  for  Punctuation  Marks 
Official  Business,  Only 
Signature 

TYPES  OF  TELEGRAPHIC  SERVICE 
Straight  Message 
Serial  Service 
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832a!  (3) 
832o1  (U) 
832<»2 
832 « 21 
832o21  (1) 

832o21  (2) 

832 o22 
832o22  (1) 

832o22  (2) 

832*22  (3) 
832  o3 

832  oii 

833 

833  (1) 

833  (2) 

833  ol 
833»1  (1) 

83301  (2) 
833  o2 

833 02  (1) 
833o2  (2) 

833.2  (3) 

833.3 
833  oil 
833.5 
83U 

83U  (1) 

83ii  (2) 

831i  (3) 

83U  (ii) 

835 

835  (1) 

835  (2) 

81|0 

8i|0*l 

8iil 

81|lol 

8i|2 

81|2ol 

81|2<,2 

8ii5 

8U5  (1) 

8ii5  (2) 

8ii5  (3) 

850 

850  (1) 

850  (2) 

850  (3) 


Day  Letters 
Night  Letters 

RAPID  VmiTTEN  COMMUNICATIONS  SYSTEM 
OPERATING  CONDITIONS 
On=-System  Operations 
Off  “System  Operations 
BILLING 

Extra  Copy  - PBA  Teletype 

Work  Project  Symbol  in  LoTrer  Left-Hand  Corner 
Copies  to  State  Fiscal  Office  End  of  Month 
TELEGRAPH  RATES 
TELEGRAPHIC  PRIORITIES 
TELEPHONE 

Installation  in  SCS  Offices 
PBX  or  Dial  System 
LONG  DISTANCE  CALLS  (TOLL  CALLS) 

Standards  for  Long  Distance  Calls  - Controls  - Certification 
Regulations 
TYPES  OF  SERVICE 
Person- to-Person 
Station- to-S tation 
Conference  Calls 
TELEPHONE  DIRECTORY  LISTINGS 
TELEPHONE  IN  PRIVATE  RESIDENCE 
SWITCHBOARD  OPERATION 
RADIO 

Application  for 
Approved  Applications 

Commercial  Facilities  Must  be  Used,  if  Available 
Liaison  Officer 
MESSENGER  SERVICE 
Duties 
Schedules 

TRANSFER  OF  RECORDS  BETWEEN  AGENCIES  OF  THE  DEPARTMENT 
RECORDS  OF  LIQUIDATED  OR  DISCONTINUED  PROGRAMS 
TRANSFER  OF  RECORDS  TO  FEDERAL  AGENCIES  OUTSIDE  THE  DEPART- 
MENT OF  AGRICULTURE 

EXCEPTIONS  WHERE  PRIOR  APPROVAL  NOT  REQUIRED 
TRANSFER  OF  RECORDS  TO  FEDERAL  RECORDS  CENTERS 
TRANSFER  OF  FISCAL  RECORDS  TO  FEDERAL  RECORDS  CENTER  AFTER 
ON-SITE  AUDIT  BY  GENERAL  ACCOUNTING  OFFICE 
LOCATION  OF  FEDERAL  RECCfflDS  CENTERS 
ANNUAL  STATISTICAL  SUMMARY  OF  RECORDS  HOLDINGS 
Authority 

State  Office,  Territorial,  Area  and  Work  Unit  Inventories 
Interim  Regional  Office  Inventories 
PUBLICATION  OF  INFORMATION  IN  THE  FEDERAL  REGISTER 
Procedure  Authorized  by  Chief  of  Service 
Publication  in  Federal  Register 
Public  i|0l|^  79th  Congress  on  File  in  State  Office 
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860 

MIMEOGRAPHING 

861 

REQUISITION  FOR  MIMEOGRAPH  WORK 

862 

PREPARATION  AND  FILING  OF  STENCILS 

862 

(1) 

Properly  Cut  Stencils 

862 

(2) 

Care  of  Stencil 

862 

(3) 

Stencils  for  One-Time  Use 

863 

DUPLICATED  MATERIAL  TO  WASHINGTON  OFFICE 

863 

(1) 

Bureau 

863 

(2) 

Departmental 

EXHIBITS  - REPORT  FORMS 


831,11* 

831.11* 

831.11* 

831.15 

831.16 

831.17 

831.17 

831.18 
831.8  (1) 
8U5  (1) 


EXHIBIT  2 
EXHIBIT  3 
EXHIBIT  h 
EXHIBIT  5 
EXHIBIT  6 
EXHIBIT  7 
EXHIBIT  8 

EXHIBIT  9 
EXHIBIT  10 
EXHIBIT  11 


Penalty  Indicia  Stock  Control  - Acquisition 
Penalty  Indicia  Stock  Control  - Issuance 
Formula  - Penalty  Mailings 
Daily  Tally  Sheet  - Penalty  Mailings 
Monthly  Summary  - Penalty  Mailings 
Certificate  of  Official  Matter  Mailed 
Quarterly  Statement  of  Penalty  Indicia  Matter 
Acquired  Locally  and  Certificate  of  Compliance 
Annual  Inventory  of  Penalty  Matter 
Check  and  Money  Order  Record 
Annual  Statistical  Summary  of  Record  Holdings 
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CURRENT  SOIL  CONSERVATION  SERVICE  FORMS 

Disposal  Schedule 

Form  Number  Title  Item  Number 


SCS-1  Reconciliation  of  General  Ledger  Cash  20 

Account  with  Disbursing  Officers 
Account  Current 

SCS-2  Verification  of  Appropriation  & Trust  20 

Fund  “ Subsidiary  Records  with  the 
General  Ledger 

SCS“3  Verification  of  Special  & Deposit  Fund  - 20 

Subsidiary  Records  with  the  General 
Ledger 

SCS*10  Monthly  Record  of  Storage  Service  20 

SCS-12  Publications  Distribution  Record  Ip. 

SCS-13  Renewal  Agreement  7 

SCS-18  Requisition  to  Division  of  Cartography  33 

SCS-20  Schedules  of  Rates  20 

SCS“21  Request  for  Federal  Space  8 

SCS-”2^  Request  for  Duplicating  2 

SCS-26  Office  Request  for  Photographic  Service  Ip. 

SCS-28  Township  Plats  36 

SCS-29  & A & B Photographic  Request  ip. 

SCS-32  Manuscript  Clearance  Record  i^l 

SCS«=37  Request  for  Publications  2 & Ip, 

SCS-38  Reqxiisition  Register  2 

SCS-UO  Conservation  Plan  Folder  28 

SCS“ip.  Group  Activity  and  Attendance  28 

SCS-Ii.3  Estimate  of  Potential  Income  20 

SCS-iti;  Register  of  Income  Producing  Contracts  or  20 

Permits 

SCS“ii5  Authorization  to  Purchase  Publications  Ip. 

SCS->I|.6  Record  of  Control  Survey  Station  33 

SCS“ii7  Traverse  Merca*tor  Projection  33 

SCS“ii.9  Contract  Payment  Estimate  5 

SCS~50  Supplemental  Contract  S 

SCS-52  Map  Index  Card  33 

SCS-53  work  Order  22 

SCS-57  Drafting  Request  33 

SCS-^  Range  Type  Description  26 

SCS-62  Range  Suirvey  Map  Sheet  26 

SCS”68  Service  Record  Card  22 

SCS-69  Probationary  Report  (Filed  in  Personnel  1*0 

Case  History  Folder) 

SCS”73  Payroll  Deduction  Control  22 

SCS”7I^  Clipping  Stickers  ip, 

SCS-75  Photographic  Holder  for  Kodachrome  Mounts  Ip. 

SCS-77  Short  Term  Lease  7 
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Disposal  Schedule 


Form  Number 

Title  Item  Number 

SCS-73 

Short  Term  Lease  and  Crop  Mortgage 

7 

SCS-78A 

Supplement  to  Form  78 

7 

SCS-79 

Share  Crop  Lease  Report 

7 

SCS-80 

Photographic  Transmittal 

la 

SCS-81 

Negative  Transmittal 

ia 

SCS-82 

Post  Card  Mailing  List  Check 

SCS-81; 

Notice  of  Split  Posting 

20 

SCS-86 

Presidential  Project  Authorization  Control 

20 

SCS-87 

Encumbrance  Register 

20 

SCS“89 

Transmittal  Register  of  Collections 

20 

SCS-92 

Advice  of  Allotment 

23 

SCS-97 

Report  of  Service  Performed 

22 

SCS-98 

Monthly  Statement  of  Classified  Obligations 

20 

SCS-100 

Official  Receipt 

20 

SCS-101 

Schedule  of  Administrative  Reserves 

21 

SCS-103 

Service  Certificate 

21 

SCS-lOit 

Audit  Difference  Statement 

21  & 22 

SCS-105 

Rental  Control  Register 

21 

SCS-106 

Individual  Salary  Card 

22 

SCS»116 

Voucher  Register 

22 

SCS-120 

Record  of  Lapsed  Appropriation  Transactions 

20 

SCS-133 

Tax  Exemption  Certificate  Accountability 
Record 

22 

SCS-136 

Request  for  Quotation 

3 

SCS-ll;3 

Receipt  for  Property 

Hi 

SCS-lii6 

Abstract  of  proposals 

1* 

SCS-ll;7 

Abstract  of  Proposals 

u 

SCS-171 

Mailing  Franks  Gummed  (100  per  pad) 

SCS-172 

Shipping  Tags  - Linen 

SCS-173 

Shipping  Labels  - Gummed  (pads  of  ^0) 

SCS-17U 

Soil  Survey  Shipping  Tag 

scs-175 

Air  Mail  Tabs 

SCS-176 

Soil  Sample  Shipping  Tags 

SCS-180 

Preventive  Maintenance  Auto  Inspection 
Report 

31 

SCS-181 

Motorized  Heavy  Equipment  Inspection 
Report 

31 

SCS«186 

Post  Card  = Single  - Franked 

SCS»188 

Post  Card  - Double  - Franked 

SCS“189 

Photographic  Notebook 

ia 

SCS-190 

Field  Diary 

3ii 

SCS-191 

Engineer  Field  Notebooks 

ii2 

SCS»192 

Activities  Record 

3li 

SCS”19i4 

Motor  Vehicle  Operation  Report 

31 

SCS-19^ 

Work  Report 

3k 

SCS-195B 

Work  Report  on  Flood  Control 

3h 

SCS  ^-20-^U 
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Form  Number 


Title 


Disposal  Sc^iedule 
Item  Number 


SCS-196 

SCS-197B 

SCS-200 


SCS^210 


SCS-221; 

SCS-230 

SCS-230A 

SCS~231 

SCS-232 

SCS-233 

SCS-23U 

SCS-235 

SCS-236 

SCS-237 

SCS-238 

SCS-239 

SCS««239A 

SCS-2la 

SCS-2U2 

SCS»501 

SCS-521 

SCS-^56 
SCS-^7U 
SCS-577 
SCS-^81 
SCS-596 
Includes  a-b- 
c-d-e 
SCS-597 
SCS«600 
SCS-601 
SCS-603 
SCS-60I; 
SCS-60^ 
SCS=*607 
SCS-609 
SCS-611 
SCS-=612 
SCS“613 

SCS“6l6 

SCS-617 

SCS-6^2 


Record  of  Practices  Planned  8c  Applied  3k 

Community  Work  Folder  3k 

progress  Report  on  Agriculture  Conservation  3k 
Program  (ACP) 

Notice  of  Employment  (Filed  in  Personnel 
Folder) 

Personnel  History  (Filed  in  Personnel 
Folder) 

Mechanical  Analysis  Report 
Mechanical  Analysis  Report  (Manifold) 

Soil  Survey  Mechanical  Analysis  Card 
Soils  Description  Card 
Inspection  Report  Blanks 
Weekly  Itinerary  Report  for  Field  Workers 
Soil  Survey  Work  Plan 


Capitalized  Property  Transactions  Register  21 
Register  of  Reimbursable  Transactions  21 
Register  of  Collections  20 
Obligation  Control  Record  20 
Expenditure  & Obligation  Register  20 
General  Ledger  20 
Monthly  Statement  of  General  Ledger  Account  20 
Monthly  Time  Report  3k 
Spread  Sheet  1 
Memorandum  of  Understanding  10 
Working  Agreement  9 
Plant  Accession  Record  2k 
Seed  Inventory  2k 
Observational  Plant  Performance  Notebook  2k 
Distribution  and  Delivery  Record  2k 

Nursery  Stock  Inventory  2k 
Request  for  Aerial  Photos  33 
Request  for  Cartographic  Services  (Region  6)  33 
Shipping  Memo  33 
Dispensers  Daily  Report  » Gas  & Oil  31 
Summary  of  Issues  ~ Gas  & Oil  31 
Operating  Budget  23 
Authorization  & Allotment  Control  23 
Stanp  & Car  Token  Iti.sposition  Record  22 
Acquisition  & Audit  Record  22 
Audit  of  Stamps  22 
Quarterly  Operating  Budget  Report  23 
Quarterly  Apportionment  Report  23 
Seed  Sample  Envelope  2k 
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Form  Number 

SCS~6^U 

SCS-670 

SCS-702 

SCS-703 

SCS-70U 

SCS-705 

SCS-708 

SCS-725 

SCS-729 

SCS-730 

Form  1 & 1-A 

Form  2792'-a- 
c-d 

Unnumbered 


Continued  121; 


Disposal  Schedule 


Title  Item  Number 


^ Township  p;^,at  36 

Request  for  Drafting  Work  33 

Auxiliary  Control  33 

Geographic  Coordinate  Computation  33 

Index  Card  to  Map  File  33 

Semi-Monthly  Work  Reports  - Control  Survey  33 
Azimuth  Computation  33 

State  System  of  Plane  Coordinates  33 

Monthly  Work  Reports  33 

Notification  of  Maps  Ordered  33 

Information  Concerning  Soil  Conservation  3k 
District 

I-  Status  of  Districts  Organization  3k 


Penalty  Indicia 

ti  n 


- Acquisition 

- Issuance 
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CURRENT  DEPARTiaENT  (F  AGRICULTURE  FORMS  (AD) 


Form  Number 


Title 


Disposal  Schedule 
Item  Number 


AD“7 

AD“8 

AD-10 

AD— 11 

AD— 12 

AD-13 

AD-lii 

AD-19 

AD-27 

AD-36 

AD-38 
AD-ii2 
AD-U8 
AD— ^2 

ad-53 

AD-5U 

ad-55 

AD— 57 
ad-59 
ad-60 
ad-61 
AD— 63 
ad-68 
AD— 69 
ad-73 
AD-7U 
AD-77 
AD-78 
ad-79 
ad-82 
AD— 85 
AD-87 
AD-95 

AD-100 

AD-101 

AD-102 

AD-103 

AD-105 

AD-106 

AD-107 

AD— 108 
AD— 109 
AD-110 


Telephone  Directory  Information-Additions 
Telephone  Directory  Information-Deletions 
Telephone  Toll  Record  (and  certification)  22 

Mailing  Frank 
Shipping  Label 

Motor  Transport  Seirvice  Request 

Request  for  Supplies^  Equipment  or  Service  2-33 
Mail  Order 
Rush  Slip 

Certification  for  Lump  Siim  Payment  for  Anniial  21 
Leave 

Purchase  Order  3-22 

Claim  Transmittal  21 

Combined  Account 

Registered  Package  Frank 

Employees  Pass 

Identification  Card 

Memorandum  of  Travel  Expenses 

Laundry  Ticket 

Manuscript  Transmittal  and  Receipt 

Schedule  of  State  Tax  on  Gasoline  Purchased  22 

Request  and  Authorization  to  Attend  Meeting  22 

General  Ledger  20 

Length  of  Service  Certificate  (A  - B - C - D) 

Certificate  of  Merit 

Request  for  Drafting 

Publication  Shipping  Order 

Mail  List  Drop  Card 

Request  for  Printing  and  Binding 

Mail  List  Add  Card 

Compaidson  of  Apportionments  and  Obligations 
Telegraph  blank-incoming 

Request  for  Use  of  Thomas  Jefferson  Auditori\im 


Supplies  Credit  Slip  , 2 

Bond  of  Indemnity  - Advances  21 

Bond  of  Indemnity  Advances  21 

Telephone  Toll  Call  Register  and  Certificate  22 
License  Card  (motor  vehicle)  29 

Check  Mailing  and  Identification  Slip  22 

Property  Record  Card  li^ 

Report  of  Transfer  of  Property  lij. 

Report  of  Property  Constructed  llj. 

Report  of  Excess  or  Unserviceable  Property  lij. 

Authorization  for  Disposition  of  Serviceable  Ik 

Property 
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Form  Nttaiber 

AD-111 

ad-112 

AD-113 

AD-llii 

ad-116 

AD-125 

ad-130 

AD-133 

AD-13U 

AD— 135 
AD-137 
ad-139 

AD-li;0 

AD-llil 

AD-1142 

AD-lUU 

AD-1U5 

AD-H;6 

AD-lli7 

AD-11;8 

AD-1U9 

ad-150 

ad-153 
ad-155 
ad-156 
ad-159 
ad-162 
ad-163 
AD-16U 
ad-167 
ad-168 
AD— 169 
AD-170 
AD-171 
ad-172 
AD-173 
AD— I7U 

AD-175 

AD— 176 

ad-177 

ad-178 


Continued  126 


Disposal  Schedule 

Title  Item  Number 


Report  of  Disposition  of  Property  lU 

Report  of  Loss  or  Damage  of  Property  lU 

Physical  Inventory  Report  for  the  Period  lij. 
Ending- 

Secretary*  s Correspondence  (Routing  Sheet) 
Routing  Sheet  for  Administrative  Regulations, 


Secretary's  and  Staff  Office  Memoranda 
Personnel  Questionnaire  (Supplement) 

Bond,  Fund  and  Property  21 

Notice  to  Employee  Affected  by  Reduction  i|0 

in  Force 

Qualifications  and  Availability  Statement  i|0 

for  Employee  with  Reassignment  Rights 
Quarterly  Accident  Summary  29 

Boiler  and  Pressure  Vessel  Inspection  Report 
Final  Salary  Payment  Report  22 


Authorization  to  Administer  Affidavits 
Certificate  of  Appreciation 
Request  for  Revocation  of  Authorization  to 
Administer  Affidavits 
Financial  Project  Description 
Work  Project  Description 
Project  Discontinuances  and  Extensions 
Project  Obligation  Estimates 
Revision  of  Project  Obligation  Estimates 
Line  Project  Description 
Penalty  Mail  Permit  Quarterly  Production 
Report 

Parking  Permit 

Order  for  Processed/printed  Distribution 

Order  for  Bulk  Distribution 

Manuscript  Clearance 

Individual  Pay  Card 

Individual  Pay  Record 

Foreign  Living  Quarters  Statement 

Individual  Pay  Card 

Time  Report  & Leave  Record 

Request  for  New  Appointees  Special  Payroll 

Cross  Reference  Sheets 

Time  and  Attendance  Report 

Correspondence  Control  Slip 

Continuity  Reference  Sheet 

Form  Design  Guide  Sheet 

Form  IDesign  Guide  Sheet 

Form  Design  Guide  Sheet 

Form  Record  Card 

Forms  Stocking  and  Reorder  Card 
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Form  Number 


Title 


Disposal  Schedule 
Item  Number 


AD=180 

AD“18^ 

ad-187 

1D“190 

AD==191 

AD-192 

AD-200 

ad-202 

AD-20it 

AD=°206 

ad-210 

ad-211 

AD-212 

ad-225 

AD-227 

AD“23li 
AD— 235 
AD— 21^5 
AD»256 
ad-258 
ad-266 

AD— 270 

AD-271 

ad-272 

ad-273 

AD=27ii 

ad-282 

AD-286 

ad-28? 

AD-287-1 

AD— 287-’ 2 

ad-288 

ad-296 

AD-297 

ad-298 


ad-501 

ad-502 

AD-503 


Fast  Communication  Blank 
Motor  Vehicle  Decalcomania 

Monthly  Operation  Record  (motorized  31 

equipment) 

Motor  Vehicle  Delivery  Order 

Monthly  Summary  of  Penally  Mailings  kS 

(Tentative) 

Daily  Tally  Sheet  of  Penalty  Mailings  k$ 

(Tentative) 

Request  for  Travel  Authorization  or  Amend-  22 

ment 

Authorization  - Travel  22 

Authorization  - General  22 

Authorization  = Amendment  22 

Voucher  and  Schedule  of  Payments 
Individual  Pay  Record 
Payroll  Control  Register 

Contract  for  Services  5 


Quarterly  Report  of  Utilization  and  Disposal  li^ 
of  Excess  and  Surplus  Personal  Properly 
Charge-Out  Card 
Correspondence  Charge«=Out  Form 
USDA  Library  Request 
Certification  Card^Foreign  Travel 
Prerenewal  Canvass  Statement 

Statement  of  General  Accounts  Balances  20 

Request  for  Reproduction  Service 

Request  for  Photographic  Service 

Photographic  Reduction  Typing  Guide 

Order  for  New  Additions  to  Mailing  Codes 

Duplicating  Short  Order  Requisition 

Organization  Chart  Drawing  Paper 


Allotment  Ledger  22 

Employee  Suggestion  ij.0 

Register  of  Enployees  Suggestions  Received  I|.0 

Employees  Suggestion  Appraisal  Report 
Requisition  for  Telephone  Service 
Annual  Inventory  of  Penalty  Matter 
Certificate  of  Official  Matter  Mailed  Under  U5 

the  Penalty  Privilege 


Quarterly  Statement  of  penalty  Indicia  Matter 
Prepared  Locally  and  Certificate  of 
Compliance 

Form  Design  Guide  Sheet 
Form  Design  Guide  Sheet 
Form  Design  Gxaide  Sheet 
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Form  Nuiaber 

AD— 50^ 
AD-508 

AD-509 
AD-5liA 
AD-515 
AD-516 
AD— 516 
ad-519 

ad-537 

ad-538 

AD-5U2 

AD-51i3 

AD-550 

ad-552 

ad-555 

ad-558 
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Disposal  Schedule 

Title  Item  Number 


Form  Design  Guide  Sheet 
Certification  of  Employee-Transportation 
of  Household  Goods 
Block  Posting  Records 
Reference  Slip 
Renewal  Agreement  (Lease) 

Notice  of  Renewal  (Lease) 

Receipt  for  Transportation  Requests 
Acknowledgment  of  Return  of  Transportation 
Requests 

Requests  for  Disbursing  Officers  Citations 
Request  for  Allocation  of  Proceeds  of  Check 
Voucher  Distribution  Slip 
Daily  Time  Sheet 
Tickler  File  Card 

Record  of  Travel  Advances  and  Repayments 
Report  and  Certification  of  Night  Differential 
Travel  Record  Card 
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CURRENT  STANDARD  FORMS 


Form  Number 


Title 


Disposal  Schedule 
Item  Number 


SF“1 

SF»2 

SF“3A 

SF=7 

SF=7D 

SF-Ut 

sf-15 

SF-16 

SF-19 

SF-20 

SF-21 

SF-22 

SF-23 

SF-23A 

SF“24 

SF-25 

SF-25A 

SF-27 

SF-27A 

SF-27B 

SF-28 

SF-32 

SF=33 

SF-3U 

sf-35 

sf-36 

SF-39 

SF-ltO 

SF-U* 


SF-1»8 

SF-U9 

SF-50 

SF-32 

sf-57 

sf-58 

sf-59 


SF-60 


SF“61 


Printing  & Bind  Requisition 

Real  Estate  Lease  7 
Schedule  of  Obligations 

Service  Record  Card  22 
Position  Identification  Strip  i|0 
Telegram 

Veteran  Preference  Claim  hO 
Bond  = In5)rest  Fund  Cashier 

Bond  of  Indemnity  21 
Invitation  for  Bids  (Construction  Contract)  5 
Bid  Form  (Construction  Contract)  5 
Instructions  to  Bidders  (Construction  Contracts)^ 
Construction  Contract  $ 

General  Provisions  (Construction  Contracts)  5 
Bid  Bond  5 
Performance  Bond  5 
Payment  Bond  5 
Performance  Bond  (Corporate  Co«Surety  Form)  $ 

Payment  Bond  - Corporate  Co«  Surety  Form  5 
Continuation  Sheet  ~ Corporate  C0“  Surety  Bond  5 
Affidavit  of  Individual  Surety  5 
General  Provisions  (Supply  Contract)  5 
Invitation,  Bid^  and  Award  (Supply  Contract)  $ 

Annual  Bid  Bond  5 
Annual  Performance  Bond  5 
Continuation  Sheet  (Supply  Contract)  5 
Request  for  Certification  5 
Contract  for  Telephone  Service  ? 

Uo  So  Government  Purchase  Order  =•  Invoice  » 3 - ^ - 22 
Voucher 

Recommendation  for  Classification  Under  i;0 
Ramspeck  Act,  Section  1 

Recommendation  for  ClassiTication  Under  i^O 
Ramspeck  Act,  Section  6 

Notification  of  Personnel  Action  21 
Request  for  Personnel  Action  21 
Application  for  Federal  Employment  UO 


Experience  and  Qualifications  Sheet  (Supple-  I4.O 
mentary) 

Request  for  Approval  of  Transfer,  Reinstate- 
ment or  Position  Change 
Application  for  Federal  Employment  (Short 
Form) 

Appointment  Affidavits 
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Disposal  Schedule 

Form  Number  Item  Item  Number 


SF“61A 

Civil  Officer  Appointment  Affidavits 

SF-63 

Memorandum  of  Call 

SF“6U 

Office  Memorandum 

SF“^^ 

Government  Messenger  Envelope 

SF-^ 

Inquiry  Regarding  Status^  Veteran  Href* 
erence  and/or  Service 

UO 

SF«71 

Application  for  Leave 

22 

SF==7^ 

Position  Description 

UO 

SF-7^A 

Guide  for  Viftriting  Position  Description 

UO 

SF“7^ 

Certificate  of  Medical  Examination 

UO 

SF=78a 

Medical  Appointment  and  Report 

uo 

SF»79 

Notice  of  Security  Investigation 

uo 

SF-81 

Request  for  Space 

8 

SF-82 

Annual  Motor  Vehicle  Report 

31 

SF=82A 

Annual  Motor  Vehicle  Reports  (Tabulations 
by  States) 

31 

SF-83 

Request  for  Clearance 

SF-87 

Civil  Service  Commission  Fingerprint  Chart 

UO 

SF-88 

Report  of  Medical  Examination 

SF“89 

Report  of  Medical  History 

SF=90 

Health  Qualification  Placement  Record 

SF“91 

Operators  Report  of  Motor  Vehicle  Accident 

13 

SF-9U 

Investigation  Report  of  Motor  Vehicle 
Accident 

13 

SF-92 

Supervisors  Report  of  Accident 

13 

SF-9U 

Statement  of  witness 

13 

SF-9^ 

Claim  for  Damage  or  Injury 

13 

SF«97 

The  Uo  So  Government  Certificate  of  Release 
of  a Motor  Vehicle 

lU 

SF-97A 

Copy  of  Certificate  of  Release  of  a Motor 
Vehicle 

lU 

SF-99 

Notice  of  Award  of  Contract 

SF”10ii 

Election  to  Make  Voluntary  Contribution 

SF-105 

Certificate  of  Membership  in  the  U®  S» 
Civil  Service  Retirement  System 

SF“T06 

Statement  of  Appropriations  and  Expenditures 

SF-107 

Statement  of  Contract  Authorization 

SF-108 

Statement  of  Receipts 

sF-in 

Agency  Space  Reports 

8 

SF»1UA 

Agency  Space  Summarization 

8 

SF“112 

Request  for  Medical  Examination  - Retirement 

SF=113 

Monthly  Report  of  Federal  Civilian  Employ* 
ment 

SF=lHi 

Sale  of  Government  Property  -Invitation^  Bid 
8c.  Acceptance 

5 

SF-nliA 

Continuation  Sheet  SF^lli; 

5 
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Form  Niimber 

SF»11^ 

SF--115A 

SF-119 

SF“120 

SF=«120A 

SF«=121 

SF-123 

SF»=126 

SF“126a 

SF»127 

SF-129 

SF-131 

SF-131A 

SF-132 

SF-132A 

SF“133 

SF-13U 

SF-135 

SF=136 

SF-137 

SF“lla 

SF-lit2 

SF“lii3 

SF»114i 

SF-1^0 

SF=201 

SF“209 

SF”1012 

SF-1012B 

SF»1013A 

SF-lOli; 

SF“101iO. 

SF=10lUc 

SF-lOliiM 

SF“1016 
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Disposal  Schedule 


Item  Item  Number 


Request  for  Authorization  to  Dispose  of  UU 

Records 

Continuation  Sheet  SF^ll^  iUl- 

Contractors  Statement  of  Contingent  or  5 

Other  Fees 

Report  of  Excess  Personal  Property  l4 

Continuation  Sheet  SF“120  Ik 

Quarterly  Report  of  Utilization  and  Disposal 
of  Excess  and  Surplus  Personal  Property 
Report  of  Space  Use  by  Building  8 

Bond  Issuance  Schedule  21 

Continuation  Sheet  SF~126  21 

Request  for  Official  Personnel  Folder 
Bidders  Mailing  List  Application 
Apportionment  Schedule  (By  Time  Periods) 


Apportionment  Schedule  (By  Activities^  Pro- 
^ects^  etCo) 

Reapportionraent  Schedule  (By  Time  Periods) 
Reapportionnent  Schedule  (By  Activities^ 
Projects^  etCo) 


Report  on  Status  of  Appropriation  Accounts  20 
Records  Shelf  List  kh 
Transmittal  of  Government  Records  kh 
Annual  Statistical  Summary  of  Record  Holdings  kk 
Agency  Records  Center  Annual  Report  iUi 


Apportionment  Schedule  for  Corporations  and 
Enterprises 

Re apportionment  Schedules  for  Corporations 
and  Enterprises 

Report  on  Status  of  Apportionments  for  Cor- 
porations and  Enterprises 

Statement  of  Prior  Federal  and  Military 
Service 

Standardized  Government  ’Travel  Regulations 


Certificate  of  Deposit  for  Checking  Account  20 

(U  part) 

Certificate  of  Deposit  for  Checking  Accoxmt  20 

(6  part) 

Travel  Voucher  22 

Travel  Voucher^  Continuation  22 

Payroll  Personal  Services  22 

General  Ledger 

General  Ledger 

General  Ledger 

Disbursing  Office  Ledger 

Distribution  Ledger 
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Disposal  Schedule 

Form  Number 

Item 

Item  Number 

SF-1017C 

Register  of  Allotment  Ledger  Trans- 
actions 

20 

SF-1017E 

Register  of  Obligations  Incurred 

20 

SF-1017F 

Distribution  Register 

20 

SF-1017G 

Journal  Voucher 

20 

SF-1019 

Account  Current 

20 

SF-1023 

Voucher  Distribution  Card 

SF-1030 

Transportation  Request  & TR  Memorandum 

22 

SF-1033 

Identjjfication  Card  (Transportation) 

22 

SF~103U 

Public  Voucher  for  Purchases  & Services 

22 

Other  than  Personal 

SF-1035  Public  Voucher  for  Purchase  and  Service 

Other  than  Personal  (continuation) 


SF-1036 

Statement  and  Certificate  of  Award 

7 

SF-1038 

Application  and  Account  for  Advance  of  Funds 

20  - 22 

SF-10U2 

Schedule  of 

20 

SF-lOlUi 

Schedule  of  Collections 

20 

SF-lOU^ 

Summary  of  Collections 

20 

SF-10U6 

Schedules  of  Transfers-Special  Deposits 

20 

SF-10U7 

Public  Voucher  for  Refunds 

22 

SF-IOU8 

Memo  Copy  10l;7 

22 

SF-lOitP 

Public  Voucher  for  Refunds  (tabular  form) 

22 

SF-1050 

Memo  Copy  10ii9 

22 

sF-1055 

Claim  Against  the  United  States  for  Amounts 
Due  in  the  Case  of  a Deceased  Creditor 

21 

SF-1063 

Collecting  and  Disbursing  Officers  or  Agents 
Report  of  No  Transactions 

SF-1069 

Voucher  for  Allowances  at  Foreign  Posts  of 
Duty 

SF-1071 

Mileage  Voucher 

22 

SF-1072A 

Payroll  Personal  Services 

22 

SF-107^ 

Pay  Receipt  for  Cash  Payment 

SF-1076 

Special  Per  Diem  etc®  Payment 

SF-1080 

Voucher  for  Transfers  Between  Appropriations 
and/or  Funds 

20 

SF-1081 

Voucher  & Schedule  of  Withdrawals  & Credits 

20 

SF“1090 

Telephone  Service  Statement 

22 

SF-1091 

Summary  - Telephone  Service  Statement 

22 

SF-1093 

Schedule  of  Deductions  from  Payments  to 
Contractor 

SF-109U 

Tax  Exemption  Certificate 

22 

SF-1096 

Schedule  of  Voucher  Deductions 

20-21 

SF-1097 

Adjustment  Voucher  to  Effect  Correction 
of  Errors 

20  - 22 

SF-1098 

Schedule  of  Canceled  Checks 

20 

SF-llOOA 

Notice  of  Exception  and  Reply  (Copy  for 

22 

Admino  Use) 
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Form  Number 


SF-1101 

SF“1103 

SF==1107 

SF=>1108 

SF-1109 

SF«1113 

SF‘“llll| 

SF-lllUA 

SF<»llliiB 

SF»lllUC 

SF»1115 

SF‘=1119 

SF“1120 

SF=1121 

SF“1122 


SF=1123 

SF=112U 

SF=1125 

SF-1125A 

SF»1126 

SF=’1127 

SF=1128 

SF=1129 

SF“1130 

SF“1131 

SF==1135 

SF»1136 

SF=1137 

SF»1138 

SF‘=1139 

SF=lli;0 

SF“lliA 

SF-=llii3 

SF“lliUi 

SF-llhS 

SF“11U6 
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Title 


Disposal  Schedule 
Item  Number 


Miscellaneous  Obligation  Record  21 

Uo  So  Government  Bill  of  Lading^  llOUj)  22 

110^^  1106 

Temporary  Receipt  in  Lieu  of  Government  1$ 

Bill  of  Lading 

Certificate  in  lieu  of  Lost  Bill  of  Lading  22 
Uo  So  Govto  Bill  of  Lading  (Continuation)  22 

1110^  nil,  1112 

Public  Voucher  for  Transportation  Charges  22 

Bill  for  Collection  and  Official  Receipt  20 

Official  Receipt  20 

Collection  Voucher  20 

Collection  Voucher  (for  Administrative  Office)  20 
Register  of  Bins  Issued 

Carriers  Claim  Record  20 

Transportation  Request  Accountability  Record  22 
Bill  of  Lading  Accountabnity  Record  l6 


Application  and  Authorization  to  Make  or  Dis=» 
continue  Allotment  from  Pay  of  Civnian 
Employees  Outside  USA 
Voucher  for  Payment  of  Allotment  of  Pay  of 


Civilian  Enployees  Outside  USA 
Notice  of  Anotraents  of  civnian  Pay 
Pay  Roll  Control  Register  22 

Pay  Ron  Control  Register  22 

Pay  Ron  Change  Slip  22 

Individual  Pay  Card  22 

Payroll  for  Personal  Services  » Certification  22 
and  Siimmary 

Reimbursement  Voucher  22 

Time  and  Attendance  Report  22 

U.  So  Govto  Transit  Bni  of  Lading  (Includes  22  » 15 
1131A,  1132,  1133s  113h) 

Time  and  Attendance  Report  (Short  Form)  22 

Time  and  Attendance  Report  (Long  Form)  22 

Leave  Record  22 

Uo  So  Government  Transportation  Request  22 

Uo  So  Government  Transportation  Request  22 

Uo  So  Government  Transportation  Request  22 

Uo  So  Government  Transportation  Request  22 

Advertising  Order  22 

Public  Voucher  for  Advertising  22 


Voucher  for  Payment  Under  Federal  Tort  Claims  22 
Act 

Public  Voucher  of  Purchases  and  Seirvices  Other 
than  Personal  (for  use  in  foreign  countries 
only) 
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Form  Niimber 
SF-llli? 


SF=11^0 

SF”1151 

SF-1152 

SF-1153 


SF-ll^U 

SF-1155 


SF-11^6 

SF»1157 

SF-11^8 

SF-1159 

SF-1160 


SF»ll6l 

SF-1162 

SF-1163 

SF-II6U 

SF“116^ 

SF»1166 

SF-1167 

SF”1168 

SF“2800 

SF“2801 

SF-2802 

SF-2803 

SF-2806 

SF-2807 

SF»2807»2 

SF“2808 

OF-U 
SCS  ^-20 
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Disposal  Schedule 

Title  Item  Number 


Request  for  Issuance  of  Replacement  Check 
Due  to  Error  in  Name  and/or  Designation 
of  Payee 

Record  of  Leave  Data  Transferred  22 

Appropriation  Transfer  Authorization 
Designation  of  Beneficiary  22 

Claim  of  Designated  Beneficiary  and/or  Sur-  22 
viving  Spouse  for  Unpaid  Compensation  of 
Deceased  Civilian  Employee 
Public  Voucher  for  Unpaid  Compensation  Due  a 22 
Deceased  Civilian  Employee 
Claim  for  Unpaid  Compensation  of  Deceased  22 


Civilian  En^^loyee  (No  designated  Beneficiary 
or  Surviving  Spouse) 

Public  Voucher  for  Fees  and  Mileage  of  Wit- 
nesses 

Claim  for  Fees  and  Mileage  of  Witness 
Certificate  in  Lieu  of  Lost  U«  S.  Government  22 
Request  for  Transportation 
Schedule  of  Collection  for  Available  Special  20 
and  Trust  Fund  Receipts 
Grant  and/or  Schedule  of  Foreign  Alloyrances 
for  Temporary  Lodging^  Quarters^  Post^ 

Transfer  and  Separation 

Public  Voucher  for  Payments  to  Participants 
in  Cultural  Cooperation  Programs 
Continuation  Sheet  for  SF-1161 
Register  of  Changes  in  Payments  to  Partici- 
pants in  Cultural  Cooperation  Programs 
Claim  for  Reimbursement  for  Taxicab  Expenses 


Receipt  for  Cash-Subvoucher 

Voucher  and  Schedule  of  Payments  21 

ContinuationSheet  SF-II66  21 

Request  for  -issuance  of  U,  Sc  Savings  Bonds,  21  - 22 
Series  E 

Application  for  Death  Benefits  hO 

Application  for  Retirement  I4.O 

Application  for  Refund  of  Retirement  De-  iiO 

ductions 

Application  for  Service  Credit  UO 

Individual  Retirement  Card  22 

Registers  of  Separations  and  Transfers  Civil  21 

Service  Retirement  System 
Annual  Summary-Retirement  Fund  Transactions  21 

Designation  of  Beneficiary  21 


Employee  Record  Card 
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822.2  METHODS  OF  DISPOSAL 

The  regulations  of  the  National  Archives  Council  specify  that  records 
authorized  for  disposal  shall  be  disposed  of  by  any  of  the  following 
methods? 

(1)  Sale  as  Waste  Paper.  Cause  the  records  to  be  sold  as  waste 
paper;  Provided  that,  unless  the  said  records  shall  have 
been  macerated  or  otherwise  treated  in  such  a mamer  as  to 
destroy  their  record  content,  any  contract  for  sale  of  them 
shall  prohibit  their  resale  as  records.  See  Title  3 5 Chapter 

Part  2,  Section  201.02  of  the  General  Services  Administra- 
tion  Regulations. 

(2)  Des true tion.  Destroy  by  burning  or  otherwise,  if  they  can- 
not advantageously  be  sold  or  if,  in  the  opinion  of  the 
Officer  in  Charge,  destruction  is  necessary  to  avoid  the 
disclosure  of  information  that  might  be  prejudicial  to  the 
interests  of  the  Government  or  of  individuals o See  Title 

3,  Chapter  U,  Part  2,  Section  201 oOU  of  the  General  Services 
Administration  Reg^Q.ationSo 

(a)  Confidential  Records.  If  the  records  authorized 
for  disposal  are  of  a confidential  nature,  they 
should  be  burned,  macerated  or  otherwise  treated 
in  such  a manner  as  to  destroy  their  record  content. 

(Note;  The  destruction  of  classified  material  must 
be  in  accordance  with  the  "Security  Regulations  of 
the  Department  of  Agriculture.") 

(3)  Transfer  to  non-Government  Agencieso  Cause  them  to  be  trans- 
ferred, with  the  approval  of  the  Archivist  of  the  United 
States  and  without  cost  to  tne  Government,  to  any  government, 
organization,  institution,  corporation,  or  person  that  has 
made  application  for  them.  The  transfer  procedure  is  the 
same  as  outlined  in  8I4.2.  All  requests  for  transfer  shall 

be  submitted  to  the  Chief,  Records  Management  and  Coraimmica- 
tions  Branch,  YJashingtoh  2^,  Do  C«  See  Title  3s  Chapter  hs 
Part  2,  Section  201.03  of  the  General  Services  Administration 
Regulations o 

822 oU  NON-SCHEDULE  DISPOSAL 

Records  not  amenable  to  scheduling  or  not  included  on  existing 
schedules  will  be  accepted  by  a Federal  Records  Center© 

(1)  Conditions  of  Acceptance. 

(a)  That  the  records  are  not  authorized  for  immediate 
disposal. 
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(b)  That  facilities  for  housing  and  providing  refer- 
ence service  on  the  records  are  available® 

(2)  Priority  for  Transfer®  Priority  will  be  given  for  the  removal 
of  records  from  office  space,  from  space  convertible  to  office 
use,  from  leased  space,  and  from  filing  equipment  which  can  be 
reused®  When  this  condition  is  found  to  exist  at  a field  loca- 
tion, the  Administrative  Officer  should  consider  moving  the 
records  to  a Federal  Records  Center® 

Usually,  material  in  this  category  is  represented  by  inactive  record 
collections  accumulated  prior  to  the  development  of  disposal  schedxQes® 
See  Title  3,  Chapter  Section  302 ®02  of  the  General  Services  Adminis- 
trative Regulations® 

822®^  PROHIBITION  ON  PURCHASE  OF  FILING  EQUIPMENT 

Upright  filing  sections  may  not  be  purchased  without  the  prior  approval  ' 
of  the  Washington  Office®  This  prohibition  does  not  operate  against 
the  acquisition  of  such  equipment  from  surplus,  provided  the  transfer 
is  effected  vrithout  cost  to  the  Service®  See  Paragraph  112 • 7 of  ASD 
Handbook® 

822 o6  USE  OF  FILING  EQUIPMENT  FOR  STORAGE  OF  USELESS  DOCUMENTS 

Upright  filing  sections  should  not  be  used  for  the  storage  of  documents 
authorized  for  disposal®  Such  sections  should  be  emptied  and  made 
available  for  the  maintenance  of  current  records® 

823  RECORDS  DEPOSITORIES 

The  records  depository  is  the  area  allocated  for  the  storage  of  inactive 
records®  The  organized  records  collection  in  the  depository  should  con- 
tain (1)  Those  records  which  are  contemplated  for  transfer  to  the  Federal 
Records  Center,  and/or  (2)  Those  records  which  are  of  long  range  value 
to  the  Service®  It  will  also  serve  to  house  useless  documents  until 
such  time  as  they  are  eligible  for  disposal® 

(1)  Management  of  Records  in  Depository « The  records  in  the  deposi- 
tory should  be,  as  far  as  possible,  organized  according  to  the 
Standard  File  Outline®  In  many  instances  the  reclassification 
in  detail  of  old  material  will  be  impracticable®  However,  an 
attempt  sho\ild  be  made  to  incorporate  this  type  of  record  material 
by  larger  groups,  such  as  entire  folders  or  series  of  folders® 

The  removal  of  useless  documents  should  be  accomplished  prior 

to  such  action® 

(2)  Identification  of  Records  in  Depository®  The  folders  in  the 
depository  will  be  labeled  similarly  to  those  in  the  active 
file  and  new  folders  will  not  be  prepared  until  expansion  is 
necessary®  Records  will  be  filed  in  chronological  order  and 
normally  there  will  be  no  major  breaks  for  fiscal  years,  ex- 
cept such  breaks  may  be  indicated  by  small  tabs  within  the 
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individual  folders®  A general  exception  to  this  rule 
may  be  made  to  case  files  which  follow  a fiscal  year 
pattern  or  where  disposal  is  rendered  easier  by  such 
breakdown© 

(3)  Upkeep  of  Depository©  The  depository  should  be  clean,  well 
ventilated  and  lighted,  secured  from  unauthorized  entry  and 
furnished  with  such  equipment  as  will  permit  the  adequate 
servicing  of  the  records©  Precaution  should  be  taken  to  pro- 
tect the  records  against  loss  by  fire,  and  insect,  rodent 
and  water  damage©  Generally  speaking,  only  State  headquarters 
records  should  be  stored  in  the  depository©  Field  records 
may  be  stored  there  when  they  possess  archival  values© 

82U  MICROFILMING 

As  a result  of  a survey  made  within  the  Service,  it  was  found  that 
the  future  volume  of  microfilming  is  not  sufficient  to  warrant 
the  purchase  of  a microfilm  machine  for  use  by  the  National  Office 
and  the  former  Regional  Offices©  When  it  is  necessary  to  micro- 
film State  Office  records,  the  State  Administrative  Officer  may 
have  the  work  done  by  a local  con5)any  on  a job  service  basis© 

This  method  is  used  in  the  National  Office  and  is  believed  to  be 
more  economical  than  renting  a machine©  If  volume  warrants,  the 
Administrative  Officer  should  explore  the  possibility  of  entering 
into  a cooperative  agreement  with  other  Federal  Agencies  in  the 
same  city  as  the  State  Office  for  rental  of  equipment  on  a four- 
month  basis,  as  provided  for  under  contracts  in  Class  l8.  Part  IV^ 
Federal  Supply  Schedule© 

Where  the  Federal  Records  Centers  are  located  in  or  near  the  same 
location  as  the  State  Office,  inquiry  should  be  made  to  see  if 
they  have  facilities  for  microfilming© 

All  inquiries  and  requests  for  assistance  in  the  microfilming  of 
records  should  be  directed  to  the  Records  Management  and  Communica- 
tions Branch  at  the  National  level© 

82^  AVAILABILITY  OF  INFORMATION  AND  RECORDS 

lAR  of  the  Departmental  Regulations  provides  in  detail  in- 

structions regarding  availability  of  information  and  records© 

Except  as  restricted  under  the  regulations,  records  of  the  Soil 
Conservation  Service  may  be  made  available  to  properly  interested 
persons,  provided  the  request  for  examination  is  approved  by  the 
State  Conservationist  or,  if  in  Washington,  by  the  Administrator© 
Denial  of  access  to  records  will  be  handled  in  accordance  with 
paragraph  ”h”  of  the  above  mentioned  regulation© 

Questions  regarding  the  applicability  of  the  regulation  to  any 
group  of  records  may  be  resolved  by  submission  through  the  Records 
Management  and  Communications  Branch  to  the  Solicitor® 
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In  connection  with  the  above,  good  coimmmications  are  essential  to  "^he 
efficient  operation  of  an  organization  as  wide  spread  as  the  Soil  Con- 
servation Services  There  are  several  basic  types  of  communication 
facilities;  mail,  telegraph,  telephone,  radio,  and  messenger  service® 

The  efficient  and  economic  utilization  of  these  facilities  is  dependent 
upon  a broad  knowledge  of  what  can  be  accomplished  consistent  with 
administrative  requirements*  Careful  planning  will  necessitate  continu- 
ing studies  to  exploit  fully  such  factors  as  airline  and  train  schedules, 
telephone  hookups,  different  types  of  telegraph  service,  and  the  like® 
See  1 AR  9k3»  9k6  of  the  Departmental  Regulations*  See  Administrator *s 
Memorandum  No*  33 > dated  April  28,  19^ho 

830*2  PREPARATION  OF  CORRESPONDENCE 

(1)  Style  * The  format  of  letters,  the  style,  paper  used,  etc*,  will 
be  governed  by  both  the  U*  S.  Department  of  Agriculture  Corres- 
pondence Style  Manual  and  any  S*CoS*  supplement  thereto*  Partic- 
ular reference  is  invited  to  the  arrangement  of  a letter  file  as 
illustrated  on  page  6 of  the  Style  Manual  above  mentioned* 

(2)  Nuiriper  of  Copies*  The  basic  requirements,  so  far  as  the  Records 
Management  & Communications  Branch  is  concerned,  are; 

(a)  Outgoing  Correspondence  - Washington  and  State  Offices* 

The  original  signed  letter 

The  official  subject  file  copy  (pink  - properly  initialed) 

Two  (2)  extra  copies  - one  (1)  colored  for  reader  file, 
and  one  (1)  for  mailing  with  outgoing  letter) 

Information  copies  as  may  be  necessary  (always  white) 

(b)  Memoranda  - Washington  and  State  Offices 


The  original  signed  memorandum 

One  (1)  official  subject  file  copy  (pink  = properly  initialed) 

One  (1)  extra  copy,  colored,  for  reader  file 

Information  copies  as  may  be  necessary  (always  white) 

Note;  ViHiere  a memorandum  is  sent  out  of  the  office  (from 
the  State  to  the  Washington  office,  for  example),  it  should 
be  accompanied  by  an  extra  white  copy* 
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(3)  Telegrams  Yfashington  and  State  Offices 

(a)  Number  of  Copies 

The  original  signed  telegram  (Standard  Form  li^^A) 

One  (1)  confirmation  copy 

One  (1)  official  subject  file  copy  (pink  » properly  initialed) 

One  (1)  extra  copy^  colored^  for  reader  file 

In  Washington^  one  (1)  extra  copy  on  white  manifold 
(tissue)  for  the  use  of  the  Department  telegraph  office o 

(b) ~^  Preparation o Addresses  on  telegrams  going  to  persons 

or  organizations  outside  the  Service  should  consist  of 
the  individual  addressed^  if  to  a person^  his  firm  or 
organization^  and  his  street  address  or  name  of  building© 

The  words  ’'Soil  Conservation  Service”  should  be  added 
after  the  name  of  the  signer®  Titles  should  not  be  used 
either  for  the  recipient  or  the  sender®  Telegrams  di“> 
rected  to  Soil  Conservation  Service  personnel  will  be 
addressed  to  the  individual  followed  by  ”Soil  Conserva= 
tion  Service”  and  the  name  of  the  city®  Room  numbers^ 
street  addresses  and  the  like  need  not  be  used  except 
in  isolated  cases  where  there  is  some  doubt  as  to  the 
addressee  receiving  the  telegram®  In  that  case^  use 
the  full  address®  Cases  of  where  there  are  two  or  more 
service  addresses  in  one  town  will  also  require  that 
full  addresses  be  used®  Attention  is  invited  to  page 
30  of  the  Department  Style  Manual  regarding  the  prepare 
a tion  of  telegrams® 

(U)  Subject  Line®  All  correspondence  will  carry  a subject^  con= 
forming,  wherever  possible,  with  one  of  the  subjects  listed 
in  the  SUBJECT  INDEX  (8ll®l  (3)  )®  Where  the  list  does  not 
contain  a subject  wliich  fits  the  correspondence  in  question, 
a subject  should  be  supplied  by  the  writer  of  the  letter®  The 
subject  thus  selected  should  be  as  concise  as  possible  and 
clearly  descriptive  of  the  matter  contained  in  the  correspondence® 
It  should  be  so  worded  as  to  be  suitable  for  inclusion  in  the 
standard  list  of  subjects  given  in  the  above  index®  The  subject 
line  on  letters  will  be  placed  two  spaces  below  the  salutation 
flush  with  the  left  margin®  See  Administrator's  Memorandum  No®  33d 

Section  B,  Paragraph  1 

(^)  Listing  Subjects  on  Correspondence®  In  the  list  of  subjects 
shown  in  811 ® 1 ( 3 ) , it  will  be  noted  that  the  cross  reference 
is  listed  first  followed  by  the  category  and  the  secondary 
numerical  numbers  in  which  the  material  will  fall  when  classic 
fied  and  filed®  In  showing  the  subject  line  on  correspondence 
only  the  cross  reference  need  be  used  as  in  the  examples  shown 
below  s 
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Accountability  of  Property 

Agricultural  Conservation  Program 

Bills  of  Lading 

Crop  Rotation 

Farm  Planning 

Military  Leave 

Penalty  Indicia,  Use  of 

Requests  for  Assistance 

Seed  Production 

Technical  Guides 

Watershed  Protection 

Wage  Administration 

(6)  Use  of  Subject  Line  in  Classifying  Correspondence  for  Filings 
It  should  be  recognized  that  the  classifier  cannot  depend  upon 
the  subject  line  as  the  single  criteria  for  proper  filing  al- 
though it  may  often  be  helpful  in  determining  the  classifica- 
tion of  correspondence.  All  material  must  be  read  carefully 
to  determine  whether  the  subject  line  is  accurate  and  whether 
it  represents  the  main  subject  of  the  letter  or  memorandum. 

This  is  necessary  inasmuch  as  the  filing  classifications  may 
not  be  as  familiar  to  the  dictator  or  to  the  stenographer  as 
they  are  to  the  file  clerk  who  is  assigned  the  responsibility. 

(7)  Routing  Slips.  When  documents,  forms,  reports,  etc.,  are 
merely  transmitted  between  offices  cf  the  Service,  a routing 
slip  and  not  a letter  or  memorandum  should  be  used.  When  the 
transmitting  office  retains  in  its  files  a copy  of  the  document 
transmitted,  a notation  should  be  made  thereon  as  to  date  of 
transmission.  Separate  routing  slips  should  be  used  for  each 
type  of  document  being  transmitted. 

(8)  Initialing  of  Correspondence.  All  offices  should  observe  the 
following  rules  regarding  the  initialing  of  carbon  copies. 

The  dictator's  and  stenographer's  initials  (e.g.  JRMartin:MJD) 
should  be  typed  below  the  list  of  enclosures  and  flush  with 
the  left  margin  on  all  file  copies  of  correspondence. 
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This  includes  all  the  facilities  offered  by  the  United  States  Post 
Office o Their  use  by  federal  agencies  is  subject  to  legislation 
and  regulationa  First>=class  mail  is  dispatched  under  penalty 
indicia  which  requires  no  postage  staiEp®  The  privilege  of  this 
indicia  is  extended  to  certain  other  mailo 

All  questions  regarding  postal  service  which  cannot  be  resolved  by 
the  loccil  postmaster  should  be  referred  to  the  Records  M^agement 
and  Communications  Branch  in  Washingtono 

83I0I  THE  PENALTY  INDICIA 

Section  301  of  the  Penalty  Mail  Act  of  19U8  (39  USG  321i)j  as  amended 
by  Public  Law  286  = 83rd  Congress^  requires  the  Department  (a)  to 
report  to  the  Postmaster  General  on  acquisition  and  year=«nd  inventories 
of  envelopes 5 labels^  cards  and  other  articles  bearing  penalty  mail 
indicia  and  (b)  based  on  such  accountings ^ to  transfer  to  the  Post 
Office  Department  as  postal  revenue  the  equivalent  amount  of  postage 
due  on  penalty  indicia  used  in  order  to  provide  reimbursement  for 
transmission  of  official  Government  mail  matter^  The  law  further 
provides  that  the  amount  payable  to  the  Post  Office  Department  be 
determined  in  accordance  with  regulations  prescribed  by  the  Postmaster 
General d Such  regulations  were  issued  in  Order  NOo  553^®  released 
by  the  Postmaster  General  on  August  31^  19^3?  and  supplemented  by 
instructions  entitled  ’’Reports  of  and  Payment  for  Matter  Bearing 
Penalty  Indicia”  dated  September  1^  1953  <>  The  following  procedure 
sets  forth  reporting  practices  to  be  observed  by  States  and  Territories 
and  provides  instructions  to  be  followed  in  con^Duting  the  postage 
payable  on  Soil  Conservation  Service  mailings o 

83I0II  USE  OF  PENALTY  INDICIA 


See  Section  6l5  to  620  of  the  Postal  Laws  and  Regulations  for 
authority  to  use  Penalty  Indicia©  The  use  of  Penalty  Indicia  is 
limited  exclusively  to  official  business©  If  it  is  proper  to  use 
the  Penalty  Indicia ^ an  equivalent  amount  of  postage  due  on  each 
one  must  be  determined  on  the  class  of  mail  involved  (Class  1=>2=3 
or  ii)<* 


(1)  The  personal  use  of  the  penalty  privilege  or  of  envelopes 
bearing  the  penalty  indicia  is  prohibited©  Penalty  envelopes 
may  not  be  used  for  chain  or  messenger  envelopes  or  for  mail^ 
ing  where  postage  stands  are  affixed  and  cover  the  con^jlete 
cost  of  mailing^  e©  go^  airmail^,  foreign  mail^  etc© 

(2)  In  cooperation  with  the  Department  and  the  Post  Office  Depart- 
mentj,  the  following  general  instructions  have  been  developed 
regarding  certain  specific  uses  of  the  penalty  indicia  by  the 
Soil  Conservation  Service© 
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or  other  individuals  provided  that  the  subject  matter 
relates  exclusively  to  the  enployee*s  official  commission 
and  to  the  requirements  of  the  work  conducted  by  the  ^ 

Service o For  examplet  Notices  of  meetings  of  a privately 
organized  group  of  individuals  at  which  their  group  objec- 
tives, plans,  etCo,  will  be  discussed,  may  not  be  mailed 
under  Government  penalty  even  though  the  broad  aspects  of 
the  work  may  have  a relation  to  the  general  objectives  of 
the  Service.  However,  invitations  to  attend  a meeting 
called  by  an  official  of  the  Service  for  the  furtherance 
of  the  public  interest  and  official  business,  may  be 
mailed  under  penalty.  Bulletins,  pamphlets,  and  other 
publications  may  be  mailed  under  Government  penalty  subject 
to  the  provisions  of  Section  6,  amended,  of  the  Treasury 
Post  Office  Appropriation  Act  of  June  30,  1939® 

(b)  Self-addressed  penalty  cards  or  envelopes  may  be  enclosed 
for  use  in  making  reply  to  questionnaires,  notices,  etc*, 
subject  to  the  following  provisions  of  the  law  as  set  forth 
in  Section  37 • 9 (e).  Postal  Laws  and  Regulations g 

"A  self-addressed  penalty  envelope  or  card,  bearing 
the  reply  address  of  the  authorized  employee  of  the 
United  States  Department  of  Agriculture  who  furnishes  i 

it,  may  be  sent  out  to  farmers  and  other  persons  from  ' 

whom  official  information  is  desired,  provided  such  \/ 
information  is  to  be  used  strictly  in  furtherance  of 
the  work  for  which  the  employee  received  the  Federal 
appointment*  Caution  should  be  used  in  this  respect 
for  fear  of  the  abuse  of  the  privileges  by  uninstructed 
individuals*” 

These  provisions  do  not  contemplate  that  penalty  cards  or 
envelopes  may  be  furnished  to  persons  to  enable  them  to 
mail  free  of  postage  communications  which  clearly  relate  to 
the  personal  business  of  the  individual  concerned*  For 
example  • A communication  to  the  cooperators  in  a district 
which  outlines  the  plans  for  the  year  and  proffers  certain 
types  of  aid,  may  not  be  accompanied  by  a self-addressed 
penalty  card  or  envelope  for  use  by  the  cooperator  in  mak- 
ing reply*  In  this  case,  although  the  ultimate  benefits 
derived  from  the  cooperator’s  utilization  of  the  proffered 
aid  may  accrue  to  the  objective  of  the  work  of  the  Service, 
the  immediate  benefit  is  to  the  cooperator  and  as  such 
should  warrant  the  expend! t\ire  of  postage  by  him  in  order 
to  obtain  the  benefit* 

(c)  The  preparation  or  completion  of  conservation  district 
memoranda  of  understanding,  amendments  and  supplements 
thereto,  and  pertinent  papers,  often  necessitate  their 
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being  mailed  from  and  to  Service  officials  and 
district  supervisors®  The  fact  that  such  documents 
ultimately  become  a part  of  the  official  archives 
of  the  Service  makes  their  consummation  an  official 
necessity®  It  follows  that  the  provisions  of  39 
use  321  are  applicable,  and,  therefore,  the  addressees 
may  be  furnished  with  self-addressed  penalty  envelopes® 

(d)  Personnel  employed  jointly  by  a State  and  the  Services 
Hihere  a percentage  of  such  an  en^Dloyee^s  salary  is 
paid  by  the  Service, personnel  actions  originate  in  or 
are  passed  on  by  the  Service,  and  the  Service  exercises 
general  supervision  and  the  power  oi^  veto  of  proposals 
and  recommendations,  such  eii5>loyees  may  be  considered 
as  employees  of  the  U®  S«  Department  of  Agriculture 
and  are  permitted  to  use  the  penalty  privilege  provided 
it  is  used  exclusively  in  the  discharge  of  their  official 
dutiea 

(e)  The  answer  to  the  various  questions  which  may  arise  con»= 
ceming  the  use  of  the  penalty  privilege  should  be 
predicated  upon  the  answers  to  the  following  questions; 

(1)  Is  the  individual  who  uses  the  penalty  privi- 
lege an  employee  of  the  Government  discharg- 
ing his  official  business?  Or, 

(2)  Is  the  individual  using  the  penalty  privilege 
in  coii5)liance  with  a request  made  by  a Federal 
employee  to  obtain  official  information  which 
is  necessary  to  further  the  public  interests? 

In  the  event  the  answer  to  either  one  of  the  above- 
mentioned  questions  is  ”yes”,  the  penalty  privilege 
may  be  used|  if  the  answer  is  “no”,  the  penalty  privi- 
lege may  not  be  used®  However,  if  there  is  doubt  con- 
cerning any  specific  problem  which  may  arise,  the 
matter  should  be  taken  up  with  the  Records  Management 
and  Communications  Branch,  Washington  D®  G® 

(3)  Neither  the  penalty  indicia  nor  official  postage  stan^^s  may  be 
used  to  communicate  directly  with  a hotel  for  the  purpose  of 
requesting  a room  reservation®  Likewise,  the  privilege  may  not 
be  used  for  a within-Service  letter  written  solely  for  the 
purpose  of  securing  room  or  hotel  reservations®  In  this  latter 
case,  however,  such  a request  may  be  contained  in  an  official 
letter,  provided  that  it  is  incidental  to  the  major  subject 
of  the  letter® 

(U)  Restrictions  on  Use  of  Penalty  Mail  - No  agency  of  the  Depart- 
ment of  Agriculture  shall  transmit  through  the  mail,  free  of 
postage,  any  book,  report,  periodical,  bulletin,  paophlet,  list. 
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or  other  article  or  document  unless  one  or  more  of  the  follow- 
ing  conditions  is  satisfied; 

(a)  A request  for  such  item  has  been  previously  received » 

(1)  Acceptable  forms  of  request  - any  written  request 
or  recorded  oral  indication  that  a person  or 
organization  desires  a specified  publication  (s) 
or  information  on  a specified  subject  (s)  shall 
constitute  a request  within  the  meaning  of  this 
paragraphs 

(2)  Mailing  list  request  •=  A request  to  be  placed  on 

a mailing  list  for  the  purpose  of  receiving  matter 
on  specified  subjects  shall  constitute  a request 
within  the  meaning  of  this  paragraph ? 

(b)  Transmission  is  required  by  law  - Such  transmission 
applies  only  to  material  concerning  which  there  is  ex- 
press statutory  direction  for  mailings  It  does  not 
apply  to  material  printed  under  general  statutory 
authority  to  disseminate  or  make  public  information® 

(c)  Document  is  transmitted  to  inform  affected  party  = 
Transmission  by  penalty  mail  of  material  described  in 
this  paragraph  is  permissible  to  advise  the  recipient 
thereof  the  adoption,  amendment,  or  interpretation  of 
a statute,  rule,  regulations,  or  order  to  which  he 

is  subjects 

(5)  Exceptions  to  Restrictions  on  Use  of  The  provisions 

of  paragraph  (U)  above  do  not  appl^/  to  the  foliov;ing  tj^es  of 
mailings? 

(a)  Official  letter  correspondence  - Includes  such  enclosures 
as  are  reasonably  related  to  the  subject  matter  of  the 
correspondence®  Any  official  message  signed  by  a Depart- 
ment  Officer  and  sent  to  any  individual  or  organization 
shall  be  regarded  as  official  letter  correspondence®  The 
letters  may  be  circular  letters,  identical  in  content  for 
mailing  to  a list  of  addresses® 

(b)  Informational  releases  in  connection  with  the  Decennial 
Census  of  the  United  vStates® 

(c)  Mail  concerning  sale  of  Government  Securities® 

(d)  Certain  administrative  material  - All  forms  and  blanks, 
copies  of  statutes,  rules,  regulations,  and  instructions 
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and  administrative  orders  interpretations  neces- 
sary in  the  administration  of  Department  business® 

(e)  Mailings  of  material  vfhen  necessary  to  the  conduct 
of  public  business  » Materials  of  the  type  described 
in  paragraph  (Uj  may  b^e  sent  under  penalty  privilege 
by  agencies  of  the  department  to  persons  within  the 
Department  without  prior  request,  when  necessary  to 
the  conduct  of  public  business® 

(f)  Mailings  to  educational  institutions,  public  libraries, 
and  public  authorities  ~ Nothing  in  the  Act  prohibits 
the  mailing,  under  penalty  privilege,  of  materials 
listed  in  paragraph  (ii)  to  educational  institutions  or 
public  libraries,  or  to  Federal,  State,  or  other  public 
authorities » 

(g)  Lists  of  agricultural  bulletins  and  public  documents  » 
Nothing  in  the  Act  prohibits  the  mailing,  under  penalty 
privilege,  of  lists  of  agricultural  bulletins  or  of 
lists  of  public  documents  which  are  offered  for  sale  by 
the  Superintendent  of  Documents®  (The  term  ’’agricultural 
bulletins,”  as  used  in  the  preceding  sentence,  is  not 
restricted  to  the  Farmers*  IMilietin  series®) 

831.12  OF  DATA  TO  BE' REPORTED 

(1)  It  will  be  necessary  to  distinguish  betv^ejen  inventory  accounts 
i.e®,  p)rocurement,  production,  and  stocks  of  articles  bearing 
penalty  indicia,  and  usage  accounts,  i®8o,  actual  mailings 
through  the  postal  service® 

( ^ ) Inventory  Data 

Penalty  Indicia  material  acquired  and  on  hand  are  to 
be  reported  as  of  June  30,  each  year  on  Form  AD-296, 
Annual  Inventory  of  Penalty  Matter®  See  Paragraph 
831.18.  Material  acquired  locally  or  received  by  trans= 
fer  from  agencies  outside  the  Department  of  Agriculture 
are  to  be  reported  after  the  close  of  each  quarter 
(Sept*  30,  Dec.  31,  March  31,  and  June  30)  on  Form 
ad-298,  Quarterly  Statement  of  Penalty  Indicia  Matter 
Acquired  Locally,  and  Certificate  of  Compliance*  See 
Paragraph  831.1?  (2)*  These  inventories  will  include 
the  following. 

Envelopes  ~ Small  Not  over  Ii-l/2”  x 10*3/8” 

Envelopes  - Large  Over  14.-1/2”  x 10“3/8” 
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Labels 

Wrappers 

Cards  - Small  Not  over  3~9/l6’'  x 5"9/l6'» 

Cards  - Large  Over  3-9/16”  x ^-9/l6” 

Tags 

Other  Items 
(b)  Usage  Data 


New  regulations  of  the  Post  Office  Department  issued  pur- 
suant to  PoLo  286,  require  reports  of  mailings  under 
penalty  indicia,  in  terms  of • 

First  Class  mail,  i«e»,  letters  and  written  matter 
(handwritten  or  typed)  transmitted  by  envelope  or  package, 
post  cards,  etc.,  including  printed  questionnaires  after 
they  have  been  filled  out  for  return. 

Second  Class  mail,  i.e,,  printed,  offset,  or  multilithed 
(but  not  mimeographed)  periodicals  issued  for  public  dis- 
tribution at  least  quarterly.  Any  such  publication  should 
be  definitely  identifiable  as  a series  bearing  the  same 
title  on  at  least  four  issues  a year,  published  by  the  same 
office,  to  qualify  as  a periodical  entitled  to  second-class 
postage  rates® 

Third  Class  mail,  i.e.,  bulletins,  circulars,  printed  cards, 
f orms including  outgoing  mailed  questionnaires),  miscella- 
neous printed  and  duplicated  matter,  merchandise,  books, 
seeds,  cuttings,  bxilbs,  roots,  scions  and  plants,  blood 
sanples,  grain  and  soil  sanples,  etc,,  not  exceeding  8 ounces 
in  weight.  It  is  not  necessary  in  transmitting  Third-cl^s 
matter  that  envelopes  or  packages  be  open  for  inspection, 
provided  they  are  sent  under  penalty  indicia®  Penalty 
indicia  mailings  of  Third-class  matter  in  sealed  envelopes 
or  packages,  accordingly,  may  be  classified  as  Third-class 
in  computing  postage  charges® 

Fourth-Class  mail,  i,e®,  all  mailable  matter  not  in  first 
or  second-class,  exceeding  8 ounces  but  not  mere  than  U 
pounds  in  weight® 

Such  data  iTill  reflect  the  usage  of  penalty  indicia®  For 
further  information  on  Classes  of  Mail,  see  Paragraph  831®2® 

831.13  CLASSES  OF  MAIL  AND  RATES  APPLIC.ABLE 

Mailings  of  penalty  indicia  materials  are  to  be  accounted  for  and  post- 
age computed  on  the  basis  of  the  class  of  mail  involved.  There  will  be 
no  change  in  the  sem^ice  heretofore  rendered  by  the  Pos  t Of fice  Depart- 
ment nor  in  the  handling  of  penalty  indicia  mattero  The  United  States 
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Official  POSTAL  GUIDE  provides  information  on  the  classificatioi^  of 
mailable  articles  and  materials  and  the  postage  rates  applicable^ 
except  as  modified  herein? 

(1)  First°Class  Mailo  Postage  payable  on  envelopes^  or  packages 
weighing  less  than  four  (I4)  pounds,  containing  or  constituting 
first-class  mail  matter,  will  be  computed  as  follows? 

(a)  3^  each  for  envelopes  or  packages  not  in  excess  of 
size  i4.-l/2  X 10=3/8  inches,  designated  as  ” small o” 

(b)  90  each  for  envelopes  and  packages  of  a size  in  excess 
of  U-l/2  X 10-3/8  inches,  designated  as  ” large 

(c)  All  registry  fees  will  be  prepaid  and  will  not  be  in- 
cluded in  the  Quarterly  Report,  Form  AD“29?o  If 
Penalty  Indicia  material  is  used,  the  postage  charges 
will  be  computed  as  indicated  in  (a)  and  (b)  above 
and  included  in  the  reporto  See  Paragraph  831 o 2 (7) 
on  Registered  Mailo 

post  Cards  will  be  computed  at  20  each,  unless  over  3”9/l6 
X !5=9/16  incnes  in  which  case  a rate  of  30  each  applies© 

(2)  Second-Glass  Mail©  This  class  of  mail  is  normally  restricted 
to  newspapers,  magazines,  and  other  periodicals  containing 
notice  of  second-class  entry o With  respect  to  official 
Government  periodicals,  the  Post  Office  Department  has  waived 
the  notice  of  entry  for  such  publications  as  the  following, 
issued  at  least  quarterly? 

Agricultural  Decisions  (Monthly) 

Agricultural  Research  (Monthly) 

Agricultural  Situation  (Monthly) 

Bibliography  of  Agriculture  (Monthly) 

Extension  Service  Review  (Monthly) 

Fire  Control  Notes  (Quarterly) 

Foreign  Agriculture  (Monthly) 

Agricultural  Economics  Research  (Quarterly) 

News  for  Farmer  Cooperative  (Monthly) 

Nutrition  News  Letter  (Monthly) 

Soil  Conservation  (Monthly) 

This  waiver  extends  also  to  other  (l)  printed,  offset,  or 
multilithed  (but  not  mimeographed)  periodicals,  (2)  distributed 
at  least  quarterly,  and  (3)  providing  public  information  for 
farmers,  institutions  and  organizations  in  response  to  specific 
request©  For  the  guidance  of  its  personnel,  each  Agency  should 
determine  and  list  the  periodicals,  if  any,  ifvhich  may  be  treated 
as  second-class  mail© 
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Periodical  publications  of  the  Department  of  Agriculture  described 
above  as  eligible  for  second-class  rates  entail  postage  charges 
at  various  rates® 


(a)  If  single  copies  are  transmitted  bearing  penalty  indicia 
imprint  (self-mailers),  or  alone  in  an  enclosure,  the 
second-class  rate  applicable  is  also  2^  for  the  first 
2 ounces  and  10  for  each  additional  2 ounces® 


(b)  If  distribution  of  numerous  copies  is  involved  and  bulk 

mailing  procedures  are  followed,  a pound  rate  is  applicable* 
Agriculture  periodicals  herein  described  quality  as  special 
rate  publications  to  be  transmitted  at  a rate  of  lo80  per 
pound  (if  there  are  not  over  32  pieces  per  pound)  plus  1®80 
per  pound  additional  for  each  additional  I6  copies  (or  frac- 
tion thereof)  per  pound,  as  shown  below; 


Pieces  Per  Pound 


Rate  Per  Pound 


32  or  fewer 

33  - U8 
h9  - 6k 
65  - 80 
81  - 96 
97  - 112 


1»8  cents 
3 06  cents 
5®U  cents 
7® 2 cents 
9o0  cents 
10® 8 cents 


(3)  ^jj*d.  and  Fourth-Class  Mail®  All  material  not  eligible  for 

transmittal  as  I’irst  or  second-class  mail  will  be  accounted  for 
as  third  or  fourth-class  mail,  cepending  on  the  weight  of  the 
item®  There  is  a limit  of  8 ounces  on  third-class  mail  and 
rates  vary  as  follows; 


Matter 

Miscellaneous  printed  matter, 
circulars,  merchandise,  draw- 
ings, photographs,  etc® 


Regular  Rate 
20  for  first  2 ounces 
10  for  each  additional 
ounce  or  fraction 
thereof • 


Bulk  Rate 
II4.0  per  pound, 
minimum  of  1-J0 
each  piece® 


Books  of  2ii  pages  or  more,  20  for  first  2 ounces 
seeds,  cuttings,  bulbs,  roots,  li-0  for  each  addition- 
scions,  and  plants®  al  ounces  or  fraction 

thereof • 


100  per  pound, 
minimum  of  lJ-0 
each  piece© 


Fourth-Class  mail  which  may  be  sent  under  penalty  indicia  vrill  apply 
to  items  weighing  more  than  8 ounces  and  not  over  I4.  pounds©  Items 
in  excess  of  k pounds  must  be  transmitted  as  regular  parcel  post 
and  penalty  indicia  may  not  be  used®  The  rates  applicable  (revised 
October  1,  1953)  are  to  be  determined  on  the  basis  of  weight,  nature 
of  the  material  and  the  zone  of  destination® 


\ 
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On  March  19^  at  the  Administrative  Officers*  Conference^  it  was 

determined  by  voice  vote  that  the  March  31  Quarterly  Summary  of 
Penalty  Mailings  for  each  State  would  be  used  to  establish  the  mailing 
pattern  for  local  offices  such  as  Area  and  Work  Units®  On  the  basis 
of  the  pattern  disclosed^  a formula  method  of  con^Duting  penalty  mail 
volume  and  costs  should  be  adopted  and  thus  eliminate  record  keeping 
at  Area  and  Work  Units® 

Other  field  service  units  within  a State  need  not  make  a report  cf 
their  mailings  provided  a mailing  pattern  is  worked  out  in  the  same 
manner  as  for  Area  and  Work  Units®  If  this  is  not  done,  an  actual 
count  should  be  made  similar  to  that  in  a State  Office  or  Field 
Unit  of  the  Cartographic  Division® 

Effective  as  of  April  1,  195U,  all  Penalty  Indicia  material  such  as 
envelopes  and  cards  (small  and  large),  labels,  wrappers,  tags,  etc®, 
received  by  transfer  from  the  Regional  Office,  and  the  Penalty  Indicia 
material  already  on  hand,  will  be  carried  as  inventory  stock  at  each 
State  Office®  A record  will  be  maintained  on  an  Inventory  Card  show= 
ing  the  number  of  Penalty  Indicia  received  by  acquisition  (See  Penal i: 
Indicia  Stock  Control  » Acquisition”  card  (attached)  and  issues  (See 
’’Penalty  Indicia  Stock  Control  ■=  Issuance”  card  attached)  made  to  the 
Area  or  Work  Units  daring  each  quarter® 

The  Post  Office  requires  that  Penalty  Mail  costs  be  determined  for 
each  class  of  mail®  Different  rates  apply  for  1st,  2nd,  3rd,  and  Uth 
class  mail  which  makes  it  necessary  to  establish  what  rates  are  typica 
for  local  office  operations  (Area  and  Work  Units)® 

The  attached  formula  is  a hypothetical  case  where  a mailing  pattern 
was  established  based  on  the  3rd  quarter  summary  reports  received  by 
a State  Office  from  three  (3)  Areas  and  fifteen  (15)  Work  Units® 

The  percentage  factors  listed  for  small  and  large  envelopes  and  ’’all 
other  items"  were  determined  as  follows  § 

STEP  1 <=  Shown  here  are  data  recorded  and  reported  for  the 
3rd  quarter  by  Area  and  Work  Units  as  summarized 
by  the  State  Office® 

STEP  2 “ Shown  here  are  factors  based  on  data  in  Step  1® 

The  percentage  of  small  envelopes  used  for  1st  class 
mail  (5^0)  was  6?^®  The  postage  value  for  5^0  1st 
class  small  envelopes  was  $16®50,  or  a unit  cost  of 
®03  cents® 

The  percentage  of  small  envelopes  (275)  used  for  3rd 
class  mail  was  33^®  The  postage  value  for  275  3rd 
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class  small  envelopes  was  $6<,88  or  a unit  cost  of  o02^ 
cents o 

The  percentage  of  large  envelopes  used  for  1st  class  mail 
(250)  was  325S0  The  postage  value  for  2^0  ==  1st  class 
large  envelopes  was  $22o50  or  a unit  cost  of  <,09  cents. 

The  percentage  of  large  envelopes  used  for  3rd  class  mail 
(I4.OO)  was  The  postage  value  for  UOO  =»  3rd  class  large 

envelopes  was  S2I408O,  or  a unit  cost  of  o062  cents© 

The  percentage  of  large  envelopes  used  for  Uth  class  mail 
(120)  was  16^0  The  postage  value  for  120  =>  Uth  class  large 
envelopes  was  $2^©08,  or  a unit  cost  of  ©20^  cents© 

During  the  3rd  quarter,  the  Area  and  Work  Units  mailed  320 
pieces  with  either  labels,  wrappers,  cards  or  tags©  The 
percentage  of  pieces  mailed  as  1st  class  (80)  was  2^^© 

The  postage  value  for  80  pieces  of  1st  class  mail  was 
or  a unit  cost  of  ©0^7  cents© 


The  percentage  of  pieces  mailed  as  Uth  class  (2k0)  was 
The  postage  value  for  2U0  pieces  of  Uth  class  mail  was 
$^3o^2,  or  a unit  cost  of  ©223  cents© 


After  carefully  reviewing  the  procedure  for  determining  the  msTling  pattern 
and  the  factors  set  forth  above  (identified  in  the  Formula  as  Step  2),  a 
similar  pattern  should  be  established  by  consolidatir^  the  Summary  Reports 
received  from  the  Area  and  Work  Units  in  each  State  for  the  period  Janiiary 
1 to  March  31 9 195U>  inclusive©  Once  the  formula  or  pattern  is  set  up,  it 
may  be  used  in  making  reports  for  subsequent  quarters  and  need  not  be 
changed  unless  the  pattern  becomes  invalid© 


STEP  3 


STEP  h 


Shown  here  are  data  taken  from  State  Office  Inventorv 
Cards  indicating  the  number  of  items  issued  to  Area  and 
Work  Unit  Offices  in  a particular  quarter© 

In  pursuing  the  hypothetical  case,  it  is  assumed  that 
each  State  Office  has  set  up  as  of  April  1,  19^h  an 
Inventory  Record  Card  showing  the  number  of  Penalty 
Indicia  on  hand  and  the  issues  made  to  the  Area  Offices 
during  the  months  of  April,  May  and  June  193ko  At  the 
close  of  the  quarter.  Form  AD”2R7>  ''Certif icate  of 
Official  Matter  Mailed  Under  the  Penalty  Privilege”  must 
be  prepared  (See  Paragraph  831»17  (1)  )o 

Shown  here  are  data  to  be  reported  for  Area  and  Unit 
Offices  in  compiling  the  information  for  submission  of 
a State  report  on  Form  AD“297« 
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In  using  the  formula,  6?^  of  900  equals  600  small  1st 
class  envelopes  used  during  the  i|th  quarter « The  unit 
cost  of  o03  cents  times  600  equals  $18»00«  Again, 
using  the  formula  33^  of  900  equals  300  envelopes  used 
as  3rd  class  mailo  The  unit  price  of  <,02^  cents  times 
300  equals  $7»50<i 

The  Inventory  Card  also  sho-ws  that  800  large  envelopes 
were  issued  to  Area  Offices  during  the  same  months® 

In  using  the  formula,  32^  of  800  equals  25’6  envelopes 
used  as  Is  t class®  The  unit  cost  of  ®09  cents  times 
2^6  envelopes  equals  a postage  value  of  $23o0Uo  Again, 
using  the  formula  ^2%  of  800  equals  1^16  large  envelopes 
used  as  3rd  class®  The  unit  cost  of  ®062  cents  times 
ijl6  ~ 3rd  class  envelopes  equals  a postage  value  of 
$25o79o  On  Uth  class  mail,  l6%  of  800  equals  128 
envelopes®  The  unit  cost  of  ®209  cents  times  128 
equals  a postage  value  of  $26®7$o 

Under  the  heading  ’’All  Other  Items,’*  the  Inventory 
Card  shows  that  UOO  items  such  as  post  cards,  labels, 
tags,  etc®,  were  issued  to  the  Area  Offices®  By  us« 
ing  the  formula,  2$%  of  400  equals  100  pieces  of  1st 
class  mail  issued  at  a unit  cost  of  ®057  cents  or  a 
postage  value  of  $5 ©70®  On  iith  class  items,  the 
formula  shows  that  of  400  equals  300  pieces®  The 
unit  cost  of  o223  times  300  equals  $66® 90® 

This  formula  does  not  include  mailings  made  from  the  State  Office®  An 
actual  count  should  be  made  for  the  State  Office  through  use  of  ATH192 
"Daily  Tally  Sheet  Penalty  Mailings"  and  Form  AT>=191,  "Monthly  Summary 
of  Penalty  Mailings®**  State  Office  data  is  then  combined  with  Area 
and  Work  Units  in  the  report  made  to  the  Washington  Office  on  AD“297, 
"Certificate  of  Official  Matter  Mailed  Under  the  Penalty  Privilege" 
(See  831®17  (1)  )« 

83I0I5  DAILY  TALLY  SHEET  - PENALTY  MAILINGS  FORM  AD“192  (Test) 

This  form  will  be  used  to  record  the  number  of  items  mailed  each  day 
and  the  postage  value  applicable  to  each  item®  It  will  be  used  at 
each  State  Office  and  Cartographic  Units  not  attached  to  a State  Office 
for  administrative  purposes®  It  should  be  used  at  any  other  locations 
where  Penalty  Indicia  material  cannot  be  furnished  by  Area  or  Work 
Unit  Offices®  (Watershed  Protection  Units,  Flood  Prevention  Units, 
Snow  Survey  Units,  etc®)  » See  Sample  attached® 

831®16  MONTHLY  SUMMARY  OF  PENALTY  MAILINGS,  FORM  AD-191  (Test) 

This  form  provides  for  entries  summarizing  each  day’s  activities 
and  the  accumulations  of  totals  for  the  month®  At  the  end  of  each 
month,  an  locations  using  Form  AD"192  will  total  all  columns  and 
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post  to  Form  AD“19l9  Although  this  form  is  entitled  ♦‘Monthly  Sumnm*y 
of  Penalty  Mailings’*  there  wi-11  be  no  objection  if  it  is  used  as  a 
Quarterly  Report  instead  of  monthly®  See  sample  attached* 

831 0I7  QUARTERLY  REPORTS 

(1)  Certificate  of  Official  Matter  Mailed  Under  the  Penalty  Privilege- 
Form  AD”297  (Copy  attached) 

The  above  form  is  used  to  report  at  the  close  of  each  quarter 
(September  30,  December  31 ^ March  31  and  June  30)  the  number  of 
Penalty  Indicia  envelopes,  labels,  wrappers,  cards,  tags,  and 
'♦All  Other  Articles”  transmitted  through  the  mail  by  a State  or 
Territorial  Office  or  other  locations.  It  is  also  used  to  certify 
that  an  equivalent  amount  of  postage  is  due  the  Post  Office  Depart- 
ment based  upon  the  classes  of  mail  involved. 

It  should  be  noted  that  the  total  number  of  pieces  (Col.  (h)  ) 
on  the  four  quarterly  forms,  AD-297 ^ must  equal  the  total  mailed 
(Colo  (g)  ) on  Form  AD-296.  See  reference  to  column  (g)  in 
Sec.  831.18  (1). 

(a)  Computations 

The  data  for  this  form  will  be  arrived  at  by  the  applica- 
tion  of  a formula  (See  Paragraph  831.11;)  based  on  actual 
count  of  January  - March  195U  mailings,  to  the  amount  of 
Penalty  Indicia  material  furnished  to  Area  and  Work  Unit 
headquarters,  plus  the  actual  count  of  State  Office  mail- 
ings, maintained  daily  on  Form  AD-191.  Computations  for 
Interim  Regional  Offices  and  Cartographic  Units  will  be 
made  from  actual  counts.  If  Interim  Regional  Office  is 
closed  prior  to  June  30,  report  may  be  made  immediately® 

(b)  Signature 

The  form  should  be  signed  by  the  State  Conservationist  or 
one  designated  by  him  for  such  purposes.  Administrative 
Officers  assigned  to  Field  Cartographic  Divisions,  located 
at  Milwaukee,  V/isconsin,  Fort  Worth,  Texas,  and  Spartanburg, 

So  Co,  may  sign  for  those  locations. 

(c)  Copies  Required 


The  report  will  be  prepared  in  an  original  and  one  (l)  copy? 
The  original  should  be  mailed  to  the  Records  Management  and 
Communications  branch,  Washington,  D,  in  sufficient  time 
to  reach  that  office  on  the  i3th  of  the  month  following  the 
close  of  each  quarter. 
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(2)  Quarterly  Statement  of  Penalty  Indicia  Matter  Acquired  Locally ^ 
and  Certificate  of  Compliance^  Form  AI>298 

(a)  PART  Ii  Penalty  Indicia  Prepared  or  Procured  Locally 

When  articles  bearing  Penalty  Indicia  are  prepared  or 
procxired  otherwise  than  \inder  contract  made  by  the  Post- 
master General  or  from  or  through  the  Government  Printing 
Office,  a Quarterly  Report,  September  30,  December  31^ 

March  31^  and  June  30,  shall  be  submitted  to  the  Washington 
Office  on  Form  AD-298  showing  the  number  of  pieces  pre- 
pared or  procuredo  (See  san^^le  attached)® 

Include  in  this  report  Penalty  envelopes  received  by  trans- 
fer from  the  Treasury  Department  for  the  mailing  of  checks, 
and  bonds® 

(b)  PART  II g Certificate 

This  portion  of  the  form  is  a certification  that  all  pro- 
visions of  the  Penalty  Mail  Act  have  been  con5)lied  with® 

In  substance,  it  is  a certification  that  nothing  was  trans- 
mitted through  the  mail  free  of  postage  in  violation  of  the 
lawo 

(c)  Procurement  Report 


When  Penalty  envelopes  are  ordered  under  contracts  made  by 
the  Postmaster  General  or  when  articles  bearing  the  Penalty 
Indicia  are  ordered  from  or  through  the  Government  Printing 
Office,  a copy  of  each  purchase  order  issued  during  the 
Quarter  must  be  forwarded  with  the  above  report  at  the  close 
of  each  quarter® 

Care  should  be  taken  to  insure  that  combined  orders  for  both 
Penalty  and  non-Penalty  material  be  properly  annotated  in 
order  to  distinguish  between  those  with  the  penalty  clause 
and  those  without  the  penalty  clause® 

Purchase  orders  or  requisitions  which  cancel  and  amend 
previous  documents  should  be  forwarded  along  with  the 
original  document  at  the  end  of  the  quarter,  provided,  of 
course,  that  such  orders  are  for  penalty  material® 

(1)  Identification  of  Source  of  Procurement  - permits 

Permits  are  no  longer  required  for  the  preparation  or 
production  of  matter  bearing  Penalty  Indicia®  Permit 
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numbers  may  be  omitted  from  Penalty  matter  hereafter 
prepared  or  produced.  Identifying  symbols  '’(PMGC)’* 
or  ”(GP0)”  will  continue  to  be  printed  on  envelopes 
and  articles  procured  under  contracts  made  by  the 
Postmaster  General  or  ordered  from  the  Government 
Printing  Office.  As  stated  in  Paragraph  831,17  (2) 

(a)<»  local  production  or  preparation  of  matter  bear- 
ing Penalty  Indicia  will  be  reported  on  Form  AD-298, 

(d)  Signature 

The  form  should  be  signed  by  the  State  Conservationist  or 
one  designated  by  him  for  such  purposes.  Administrative 
Officers  assigned  to  Field  Cartographic  Units  located  at 
Milwaukee^  Wisconsin^  Fort  Worth,  Texas,  and  Spartanburg, 

Sc  C.,  may  sign  for  their  locations, 

(e)  Copies  Required 

The  report  will  be  prepared  in  an  original  and  one  (1) 
copy.  The  original  should  be  mailed  to  the  Records  Manage- 
ment and  Communications  Branch,  Washington,  Do  C,,  in 
sufficient  time  to  reach  that  office  on  the  l^th  of  the 
month  following  the  close  of  each  quarter, 

831,18  ANNUAL  INVENTORY  OF  PENALTY  MATTER  - FORM  AD-296  (Copy  attached) 

(1)  At  the  close  of  each  fiscal  year,  an  annual  inventory  is  to  be 
furnished  the  Washington  Office  on  Form  AD-296  showing,  among 
other  things,  the  quantity  of  Penalty  Indicia  material  on  hand 
and  on  order  at  the  end  of  last  fiscal  year  and  the  quantity 
on  hand  and  on  order  at  the  end  of  this  fiscal  year® 

For  the  fiscal  year  ending  June  30,  19514-^  the  Vfashington  Office 
will  fill  out  columns  (c),  (d),  (e),  (f)  and  (g).  The  State 
Offices  and  Territories  and  Field  Cartographic  Units  at  Forth 
Worth,  Texas,  Milwaukee,  Wisconsin,  and  Spartanburg,  S.  Co,  will 
fill  out  columns  (h),  (i)  and  (j).  It  should  be  noted  that  the 
total  number  of  pieces  shown  as  mailed  in  column  (g)  must  agree 
with  column  (h)  on  the  four  quarterly  forms  AD-297 o See  reference 
to  column  (h)  in  Sec,  831 .17  fl).. 

The  figures  used  in  columns  (i)  and  (j)  by  each  of  the  above 
offices  as  the  fiscal  year  ending  inventory  on  June  30,  195U 
will  be  the  fiscal  year  inventory  shown  in  columns  (c)  and  (d) 
for  the  subsequent  fiscal  year  beginning  July  1,  19^U« 

For  the  fiscal  year  beginning  July  1,  195U,  all  State  Offices, 
Territories,  and  Field  Cartographic  Units  at  Fort  Worth,  Texas, 
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Milwaukee^  Wisconsin,  and  Spartanburg,  S»  Co,  will  compete 
this  form  in  its  entirety®  Since  this  inventory  is  taken  as 
of  June  30,  it  is  assumed  that  the  Interim  Regional 

Offices  will  not  have  any  stock  Penalty  Indicia  material  on 
hand  or  on  order®  If  there  is  any  on  hand,  it  should  be 
transferred  to  the  Field  Cartographic  Unit  where  applicable 
or  to  the  State  Offices  located  in  the  same  town  as  the  former 
Regional  Offices  for  inclusion  in  their  inventory  stock  as 
being  on  hand  June  30,  19^ho 

(2)  Material  to  be  Counted 

(a)  Envelopes  - All  envelopes  bearing  printed  Penalty 
Indicia  should  be  counted®  Small  and  large  envelopes 
should  be  inventoried  separately  as  provided  for  in 
column  (a)  and  (b).  Item  1 and  2,  of  this  form®  Plain, 
messenger,  airmail,  and  similar  types  of  envelopes 
that  are  not  dispatched  under  the  Penalty  Privilege 
and  do  not  have  the  Penalty  Indicia  printed  on  the  face 
are  not  to  be  counted® 

(b)  Labels,  wrappers,  cards  and  tags  bearing  Penalty  Indicia 
are  to  be  counted  regardless  of  whether  they  were  printed, 
mimeographed,  or  otherwise  prepared®  Small  and  large 
post  cards  are  to  be  inventoried  separately®  See  column 
(a)  and  (b).  Items  5 and  6 on  form  AIh296o 

(3)  Material  on  Hand 

The  count  of  Penalty  Indicia  on  hand  should  be  limited  to  that 
in  stockrooms  or  in  similar  storage  facilities  and  should  in- 
clude all  types  of  articles  bearing  the  Penalty  Indicia,  regard^ 
less  of  the  sources  from  which  such  articles  were  obtained 
originally®  Materials  in  office  cabinets  and  desk  drawers  should 
not  be  included  in  the  count®  The  quantity  on  hand  should  be 
the  same  as  that  indicated  on  the  Penalty  Indicia  Stock  Control 
Card  - Acquisition^ 

(U)  Central  Supply  Division  Stocks 

Penalty  Indicia  material  listed  below  purchased  with  Soil  Con- 
servation Service  funds  is  carried  as  stock  by  the  Central 
Supply  Division®  The  quantity  on  hand  in  that  Division  as  of 
June  30,  195Uj  will  be  included  in  the  Washington  Inventory® 


SCS“171  MAILING  FRANKS  - LABELS 
SCS-172  SHIPPING  TAGS 

SCS”17U  SOIL  SURVEY  SHIPPING  TAGS 

SCS”186  POST  CARD  - SINGLE 

SCS“=l88  POST  CARD  - DOUBLE 
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Any  of  the  above  items  carried  as  stock  in  a State  Office  or  other 
location  (Field  Cartographic  Units),  the  quantity  shown  by  the 
Penalty  Indicia  Control  Card  - Acquisition  as  being  on  hand  should 
be  included  in  the  state  Inventory® 

(5)  Materials  Stocked  by  the  Government  Printing  Office 

Inventories  of  materials  bearing  the  Penalty  Indicia  stocked  for  the 
Soil  Conservation  Service  by  the  Government  Printing  Office  shall 
be  considered  as  "on  hand"  and  should  be  included  in  the  inventory® 

(6)  Materials  Stocked  by  the  General  Services  Administration 

Inventories  of  materials  bearing  the  Penalty  Indicia  stored  or  stocked 
for  Soil  Conservation  Service  by  supply  centers  of  the  General  Ser- 
vices  Administration  should  be  regarded  as  "on  hand"  and  are  to  be 
included  in  the  Inventory* 

(7)  Reports  of  Articles  Transferred 

Whenever  envelopes,  labels,  or  other  articles  bearing  the  Penalty 
Indicia  are  transferred  to  another  Department  or  Agency  of  the 
Government  outside  the  Department,  a receipt  therefor  should  be  ob- 
tained and  forwarded  to  the  Records  l^Ianagement  Sc  Communications 
Branch.  In  the  event  any  such  articles  are  received  by  the  Soil 
Conservation  Service,  the  return  address  should  be  overprinted  or 
corrected  in  order  to  provide  proper  identification® 

(8)  Reports  of  Obsolete  Forms 

Show  in  column  (h)  number  of  pieces  on  which  the  Penalty  Indicia  is 
obliterated  or  the  number  of  pieces  destroyed  because  of  obsolescence, 
or  other  reasons  for  adjustments®  Attach  to  the  form  a statement 
(one  copy)  which  should  contain  (a)  identification  of  the  matter, 
i«e®,  whether  envelopes,  labels,  etc®,  (b)  information  as  to  the 
source  of  the  matter  (c)  the  date  of  its  acquisition  (d)  the  reason 
for  its  destruction  or  alteration,  and  (e)  such  other  data  as  may 
be  considered  pertinent®  Although  complete  information  pertinent 
to  (b)  and  (c)  may  not  be  available  in  all  cases,  whatever  is  avail= 
able  should  be  supplied® 

(9)  Signature 


The  form  should  be  signed  by  the  State  Conservationist  or  one  design 
nated  by  him  for  such  purposes®  Administrative  Officers  assigned 
to  Field  Cartographic  Units  located  at  Milwaukee,  Wisconsin,  Fort 
?/orth,  Texas,  and  Spartanburg,  S®C®,  may  sign  for  their  locations* 

(10)  Copies  Required 

The  report  will  be  prepared  in  an  original  and  one  (l)  copy.  The 
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original  should  be  mailed  to  the  Records  Management  & Coimramica°= 
tions  Branchy  Washington,  Do  Co,  in  sufficient  time  to  reach 
that  office  on  the  l^th  of  the  month  following  the  close  of 
each  quarter® 

831 o 2 CLASSES  OF  MAIL 

Mail  is  divided  into  various  categories  as  used  by  the  Post  Office 
Department o The  following  instructions  pertain  to  the  use  of  the 
penalty  indicium,  or  the  prepayment  of  postage  on  these  various 
types  of  mail® 

(1)  First-Class  Mail  includes  written  matter,  namely,  letters,  postal 
cards  (private  mail,  cards),  business  reply  cards  and  letters 

in  business  reply  envelopes  and  all  matter  wholly  or  partly  in 
writing,  whether  sealed  or  unsealed,  except  manuscript  copy 
accoiiQDanying  proof-sheets,  or  corrected  proof-sheets  of  the  same© 
Typewritten  and  carbon  copies,  or  letter  press  copies  are  con- 
sidered the  equivalent  of  hand  writing®  The  penalty  privilege 
may  be  used  on  first-class  mail  weighing  up  to  four  pounds© 
First-class  mail  in  excess  of  four  (U)  pounds  and  up  to  seventy 
(JO)  pounds  (the  first-class  limit)  will  be  charged  for  at  the 
fourth-class  rate® 

(2)  Second-Class  Mail®  This  includes  newspapers  and  periodicals 
bearing  notice  of  entry  as  second-class  matter®  There  ±s  no 
weight  limit®  This  type  of  mail  is  not  used  very  often  by  the 
Service® 

(3)  Third-Class  Mail,  includes  circulars,  books,  catalogues,  having, 
including  the  cover,  twenty-four  pages  or  more  and  other  printed 
matter  on  paper  not  having  the  nature  of  actual  personal  corres- 
pondence® Proof-sheets,  corrected  proof-sheets  and  manuscript 
copy  accompanying  same,  merchandise,  drawings,  seeds,  bulbs, 
cuttings,  records  and  plants,  and  all  other  mailable  matter  not 
embraced  in  the  first  and  second-classes  when  sent  in  packs 
weighing  up  to  and  including  eight  ounces® 

(I4.)  Fourth-Class  Mail  - Parcel  Post  includes  all  mail  not  in  the 
first  and  second  classes  which  weigh  over  eight  ounces®  Such 
packages  originating  in  and  sent  to  first-class  post  offices 
are  restricted  to  a maximum  size  of  seventy- two  inches  in 
length  and  girth  combined;  and  are  restricted  to  forty  pounds 
in  weight  in  Zones  1 and  2 and  twenty  pounds  in  Zones  3 through 
80  The  old  limitation  of  100  inches  in  length  and  girth  com- 
bined and  70  pounds  in  weight  will  continue  in  effect  for  parcel 
post  packages  addressed  to  or  originating  in  second,  third  and 
fourth  class  post  offices®  Matter  covered  in  fourth-class  mail 
weighing  not  over  four  pounds  may  be  mailed  under  the  penalty 
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privilege o Matter  covered  in  fourth=>class  mail  weighing  over 
four  pounds  and  not  exceeding  the  weight  limit  and  the  meastire- 
ment  mentioned  above,  must  be  prepaid© 


(a)  Post  Office  Charge  Accounts  ~ Offices  having  a business 
of  llOOoOO  or  more  per  month  may  apply  for  permission  to 
use  a special  type  of  parcel  post  charge  account©  Under 
this  charge  account  system,  a special  stanp  (authorized 
by  the  Post  Office)  is  used  to  imprint  the  following  in- 
scription  on  the  parcels 


Uo  So  POSTAGE 
PAID 

a/C  (name  of  Agency) 

(Post  Office  and  State) 

Each  mailing  must  be  accompanied  by  an  invoice  or  list,  in 
duplicate,  itemizing  the  parcels  and  showing  for  each  the 
office  or  address  and  the  weight©  Space  must  be  provided 
to  enable  the  Postmaster  to  indicate  the  amount  of  postage© 

One  copy  of  the  invoice  or  list  will  be  returned  to  the 
mailing  office  vrith  the  amount  of  postage  indicated  thereon© 

At  the  end  of  the  month,  the  Postmaster  will  submit  a bill 
for  postage  on  Form  103U  (Revised),  Public  Voucher  for 
Purchase  or  Service  other  than  Personal©  This  credit  arrange- 
ment may  be  used,  in  addition  to  regular  parcel  post,  for 
such  services  as  special  delivery,  special  handling,  in- 
surance, and  airmail© 

(b)  The  application  should  show  the  amount  of  business,  both 
in  dollars  and  the  number  of  pieces  and  should  be  made 

to  the  local  Postmaster,  making  reference  to  Order  of  the 
Postmaster  General,  Number  360l|.5  (AR  5=U)o  Any  difficulty 
encountered  in  working  out  arrangements  with  the  local 
Postmaster  may  be  resolved  by  sending  the  application 
directly  to  the  Washington  Records  Management  &i  Comniunica- 
tions  Branch  for  submission  to  the  Third  Assistant  Post^ 
master  General© 

(c)  In  the  event  the  average  monthly  business  is  a little  less 
than  $100o00,  application  for  a charge  account  may  be  made, 
provided  that  the  application  contains,  in  addition  to  the 
information  mentioned  above,  a statement  of  any  other  con- 
sideration which  would  make  the  credit  arrangement  advanta- 
geous© 


(d)  Use  of  Parcel  Post  in  lieu  of  Express  or  Freight  - It  has 
been  estimated  that  the  cost  of  processing  a Government 
Bill  of  Lading  is  approximately  $ii.©00|  therefore,  v^hen  the 
totaJ.  cost  of  transportation  via  parcel  post  is  not  more 
than  $Uo00  in  excess  of  the  cost  of  transoortation  via 
.'.’>CS  freight  or  express,  shipment  by  parcel  post  should  be 
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considerecU  This  is  true  particularly  in  shipronts  iron 
supply  centers  o There  is  another  factor  to  be  con== 
sidered  in  arriving  at  the  decision  to  use  parcel  post 
in  lieu  of  express  or  freight^  namely^  its  practicability a 
In  many  cases ^ the  inconvenience  and  cost  involved  in 
getting  bulky  and  heavy  packages  to  and  from  post  offices 
will  outweigh  the  advantage  of  its  use®  inhere  such  a 
situation  exists ^ parcel  post  should  not  be  usedo 

(e)  Mail  matter  not  included  in  firsts  second  and  third  class 
and  not  exceeding  the  maximum  weight  (see  (U)  above)  nor 
greater  in  size  than  seventy- two  inches  in  length  and 
girth  combined  shall  be  fourth-class  matter  c.  Such  mail 
is  subject  to  parcel  post  rates  published  by  the  Post 
Office  Department*  These  rates  may  be  obtained  from 
the  local  Post  Office*  In  determining  when  parcel  post 
or  railway  express  is  to  be  used^  consideration  should  be 
given  to  the  care  in  handling  and  reimbursement  for  lossp 
aspects  of  express  versus  the  administrative  cost  of 
processing  a bill  of  lading  and  a voucher* 

(5)  AIRMAIL  (Limit  8 ounces) 

Effective  November  1,  19^0  the  rate  of  6 cents  an  ounce  or 
fraction  of  an  ounce  will  continue  to  apply  to  all  domestic 
airmail  weighing  up  to  and  including  8 ounces,  regardless  of 
distance  or  zone,  except  that  an  air  rate  of  ii.  cents  each  is 
applicable  to  postal  cards*  Airmail  requires  full  prepayment 
of  postage,  and  envelopes,  cards,  wrappers,  etc*,  bearing  the 
penalty  indicium  shall  not  be  used*  These  rates  apply  to 
mail  transported  by  air  as  follows? 

lo  Within  the  continental  United  States,  including 
Alaska* 

2o  To  or  from  the  continental  United  States,  include 
ing  Alaska,  and  (a)  Hawaii,  (b)  Puerto  Rico,  (c) 

Virgin  Islands  of  the  United  States,  (d)  Canton 
Island,  (e)  Canal  Zone,  (f)  Guam  and  (g)  any  other 
place  where  the  United  States  mail  service  is  in 
operation* 

Domestic  and  foreign  airmail  rates  may  be  obtained  from  your 
local  Postmaster* 

Periodic  time  checks  should  be  made  on  airmail  in  order  to 
maintain  tested  schedules*  Such  checks  may  be  made  in  con- 
junction with  regular  mailings  and  should  not  require  extra 


m 
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expenditures  of  stamps* 

Where  airmail  is  used  frequently  to  certain  points,  letters 
should  be  consolidated  in  one  envelope  in  order  to  utilize  the 
full  weight  limit® 

In  the  National  cffice,  all  letter  mail,  including  five  single 
page  attachments,  is  airmailed  to  points  west  of  the  102nd 
meridian® 

(6)  Air  Parcel  Post  Service 

Public  Law  8l9  approved  June  29^  19U8,  established  an  air  parcel 
post  service® 

The  zone  rates  prescribed  for  parcels  carried  by  air  (including 
other  transportation  to  and  from  airmail  routes)  shall  apply  to 
mailable  matter  of  any  class  weighing  over  8 ounces,  but  not 
more  than  70  pounds,  nor  exceeding  100  inches  in  length  and  girth 
combined,  including  written  and  other  matter  of  the  first  class, 
whether  sealed  or  unsealed®  Rates  for  airmail  in  excess  of  8 
ounces  will  be  furnished  by  local  post  offices® 

The  current  airmail  rate  will  continue  to  apply  to  all  domestic 
airmail  weighing  up  to  and  including  8 ounces,  regardless  cf 
distance  or  zone® 

(7)  Registered  Mail 

For  greater  security  in  the  transmission  of  valuable  mail  matter, 
the  Post  Office  has  adopted  a uniform  system  of  registration. 

The  details  of  this  service,  together  with  the  restrictions  that 
the  sender  may  place  on  the  delivery  of  mail  at  the  destination, 
are  published  in  the  Postal  Laws ^ and  Regulations® 

Envelopes,  labels,  wrappers,  cards,  and  other  articles  bearing  the 
penalty  indicia  shall  be  used,  when  weighing  not  in  excess  of  k 
pounds®  Registered  first-class  mail  should  be  sent  in  penalty 
indicia  envelopes  plus  a 30-cent  registering  fee®  Registered  air- 
mail is  sent  in  non-penalty  envelopes  and  requires  the  payment  of 
both  the  airmail  and  registry  fee®  Return  receipts  and  registry 
fees  must  be  prepaid  by  postage  stamps.  The  fee  for  senders’  re- 
turn receipts  for  domestic  registered  mail  shall  be  7 cents  v/hen 
requested  at  the  time  of  mailing®  Mail  should  be  registered  only 
when  it  contains  money  or  other  equivalent,  or  is  of  unusual  im- 
portance, and  shall  be  registered  without  a declaration  of  value® 
Return  registry  receipts  (for  which  there  is  always  a charge)  shall 
be  requested  only  when  such  evidence  of  receipt  by  the  addressee 
is  necessary  as  a part  of  the  record  in  formal  proceedings® 
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(8)  Special  Delivery 

Mailable  matter  for  which  immediate  delivery  is  desired  (after 
the  mail  has  reached  its  destination)  should  be  sent  special 
delivery®  This  involves  the  payment  of  an  extra  fee<>  Based 
on  actual  operations ^ it  has  been  determined  that  special  de<= 
livery  does  not  afford  faster  service  between  the  Washington 
and  the  State  Offices « Special  delivery  is  effective  when 
mail  is  addressed  to  street  addresses  (outside  of  offices  hav“» 
ing  post  office  boxes)® 

Envelopes^  labels,  wrappers,  cards,  and  other  articles  bearing 
the  penalty  indicia  shall  be  used®  The  additional  fees  for 
special  services  must  be  prepaid  by  postage  stanps® 

On  January  1,  1952,  the  following  special  delivery  fees,  in 
addition  to  regular  postage,  became  effectives 


Up  to  2 pounds 
Over  2 pounds  - up 
Over  10  poimds 


First=-Glass 

Mail 

(Cents) 

o20 

10  Ibso  o35 

o50 


Second,  Third  or 
Fourth-Class  Mail 
(Cents) 

o35 

oU5 

060 


Prepayment  of  these  fees  on  second,  third  or  fooirth-class  mail 
entitles  it  to  the  most  expeditious  handling  and  transportation 
practicable,  in  addition  to  special  delivery  service  at  office  of 
address® 


(9)  Special  Handling 

Articles  subject  to  breakage  shoxild  be  sent  special  handling® 
This  does  not  mean  faster  service,  but  does  insure  careful 
handling  in  transit®  It  involves  a special  fee® 


(10)  Rates  on  Film 


Film,  filmstrips,  transparencies  and  slides  for  projection, 
microfilms,  sound  recordings  and  catalogs  of  such  materials 
will  be  shipped  under  penalty  frank  when  weighing  less  than 
four  pounds® 

(a)  Special  Fourth°Class  Rates  on  Film  Weighing  More  Than 
Four  Pounds®  Such  materials  (see  paragraph  (10)  above) 
may  be  mailed  under  a special  rate  if  it  meets  the 
following  conditions! 

ii  cents  for  the  first  pound  or  fraction  thereof  and  1 cent 
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for  each  additional  pound  or  fraction  thereof  -vriien  sent 
to  or  from  (a)  schools,  colleges,  universities,  or  public 
libraries,  and  (b)  religious,  educational,  scientific, 
philanthropic,  agricultural,  labor,  veterans  (or  fraternal 
organizations  or  associations  not  organized  for  profit 
and  none  of  the  net  income  is  put  to  use  of  any  private 
stockholder  or  individual)®  The  films,  slides,  etc®, 
referred  to  herein  shall  be  positive  prints  in  processed 
form  for  viewing®  This  special  rate  applies  only  to 
parcels  of  such  materials  addressed  for  local  delivery, 
for  delivery  in  the  first,  second,  or  third  zone  or  within 
the  State  in  which  mailed®  Each  parcel  mailed  at  this 
rate  must  be  clearly  endorsed  by  the  sender  "Sec®  3U<>83  (e), 
PoLo&Ro”  on  the  non-penalty  frank  sticker®  In  every  case 
the  parcel  shall  show  the  sender  or  the  addressee  to  be 
a school,  college,  university,  public  library  or  a non- 
profit  religious,  educational,  scientific,  philanthropic, 
agricultural,  labor,  veterans  or  fraternal  organization  or 
association®  Please  show  this  classification  either  in  the 
address  or  in  the  lower  left  hand  comer  of  the  non-penalty 
frank  sticker® 

(11)  Postage-Due  Mail 

Occasionally,  the  Post  Office  will  notify  an  office  that  mail  is  ^ 

being  held  for  additional  postage®  In  the  event  such  mail  is 
official,  or  if  it  is  in  the  interest  of  the  Grovernment  to  receive 
it,  it  is  permissible  to  pay  the  amount  of  postage  due® 

The  Post  Office  Department  will  not  accept  postage  stands  in  pay- 
ment of  postage  due  I such  payments  must  be  made  in  cash®  Since  a 
petty  cash  fund  is  not  maintained,  it  is  suggested  that  someone 
in  the  office  pay  the  amount  and  be  reimbursed  with  postage  stamps® 
Appropriate  entry  should  be  made  in  the  stamp  disposition  record® 

In  the  event  the  cost  of  postage  due  reaches  any  sizeable  amount 
(sums  of  not  less  than  $1®00),  the  individual  making  the  payment 
may  submit  a station  voucher  for  reimbursement® 

(12)  Personal  and  Confidential  Mail 

Correspondence  marked  personal  indicates  that  the  mail  is  not  of  an 
official  nature®  Such  mail  may  not  be  sent  \mder  Government  penalty® 
Personal  mail  should  be  directed  to  the  recipient's  home  address® 
Correspondence  marked  for  personal  attention  does  not  mean  that  it  ( 
is  confidential!  it  should  be  opened,  processed  and  sent  directly 
to  the  addressee®  Such  mail  should  be  routed  directly  to  the  person 
addressed®  Correspondence  marked  confidential  indicates  that  the 
correspondence  is  of  a confidential  nature  and  should  not  be  opened 
by  anyone  except  the  addressee®  At  the  addressee's  discretion,  such  (/ 
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material  may  or  may  not  be  returned  to  the  Records  Management 
& Communications  Branch  for  filings  It  should  also  be  noted 
that  there  is  no  such  thing  as  semi-official  correspondence  - 
it  is  either  official  or  personal,, 

(13)  Foreign  Mail 

Foreign  mail  must  be  prepaid  by  means  of  postage  stamps o En- 
velopes^  labels^  wrappers^  cards^  and  other  articles  bearing 
the  penalty  indicia  shall  not  be  usedo  The  following  countries 
are  excepted  from  this  requirement  on  articles  weighing  four 
poxmds  or  lessg  Any  possession  of  the  United  States^  Bolivia^, 
Canada^  Chile^  Columbia^  Costa  Rica^  Cubaj,  Dominican  Republic^ 
Ecuador 51  Guatemala^  Haiti^  Honduras^  (Republic  of)^  Mexico^ 
Newfoundland  (including  Labrador)^  Nicaragua^  Panama j,  Paraguay^ 
Peru^  Salvador  (El)^  Uruguay 5,  and  Venezuelao  Envelopes^  etc  05, 
bearing  the  penalty  indicia  must  be  used  for  mail  destined  to 
these  countries  o Matter  weighing  in  excess  of  I4.  pounds  destined 
to  these  countries  must  be  prepaid  at  the  appropriate  rates 
applicable  to  the  country  concerned®  (See  Postal  Guide)® 

(lU)  Insured  Mail 

Mail  dispatched  by  the  Service  will  not  be  insured© 

831 ©3  POSTAGE  STAMPS 

For  information  regarding  the  purchase  of  postage  stands ^ see 
Section  1^9  of  the  Procurement  and  General  Services  Section  of 
the  Handbook© 

831.31  ACCOUNTING  FOR  POSTAGE  STAMPS 

Postage  Stamps  are  considered  in  the  same  category  as  cash  and 
must  be  carefully  accounted  for.  Each  voucher  covering  the  pur- 
chase of  stan^DS  should  be  accounted  for  separately©  Form  SCS-611 
stamped  as  disposition  record  is  used  for  this  purpose#  An  entry 
which  gives  the  total  value  of  stanps  used  is  made  for  each  item 
mailed.  As  each  voucher  is  worked  out^,  the  SCS=6ll  is  forwarded 
to  the  Budget  & Finance  Division  for  audit  and  attachment  to  the 
voucher© 

Where  special  services  (airmail^  special  delivery^  etc©)  are  re- 
quired^  stands  may  be  enclosed  for  use  by  the  sender  of  an  article, 
document,  or  record©  Such  use  of  stamps  is  permissible  only  when 
necessary  in  the  interest  of  the  government©  Justification  of  such 
necessity  must  be  attached  to  the  SCS<=6ll  on  which  an  appropriate 
entry  should  be  made© 
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In  many  cities,  the  Post  Office  has  divided  the  delivery  area  into 
numbered  zones o When  available,  these  zone  numbers  should  be  used 
in  addressing  mailo  The  zone  nun±)ers  of  sending  office  should  be  ^ 

indicated  in  the  return  address o 

831®^  POST  OFFICE  BOXES 

Comptroller  General’s  Decision  B=^?828,  dated  June  5,  19U6,  permits 
government  agencies  to  pay  post  office  box  rentals  for  one  year  in 
advance,  rather  than  making  the  quarterly  payments  in  arrears®  The 
procedure  for  making  such  payments  will  be  found  in  the  Budget  & 

Finance  Division  Handbook® 

831 0 6 SHIPMENT  OF  GOVERNMENT  RECORDS 

The  railroad  con5)anies  ship  government  records  at  reduced  rates®  For 
complete  information  on  this  subject,  see  Section  l6l  (2)  of  the 
Administrative  Services  Handbook,  and  $ AR-533o 

831 0 7 TESTED  MAIL  SCHEDULES 

From  time  to  time,  check  slips  should  be  enclosed  with  outgoing  mail® 

These  slips  should  be  executed  by  the  addressee  to  show  the  date  and 
time  received  and  should  be  returned  to  the  Communications  Unit®  In  | 
the  case  of  special  delivery,  the  return  of  the  envelope  may  be  de- 
sirable® Checks  should  be  made  only  on  within-Service  mail® 

The  Comiminications  Unit  should  analyze  the  information  on  the  check 
slips  in  order  to  establish  tested  schedules  for  the  dispatch  of  mail 
to  all  points  usually  covered®  Tested  schedules  are  of  use  in  deter- 
mining whether  mail  may  be  substituted  for  telegrams  and  vice  versa, 
establishing  mailing  deadlines,  and  generally  in  improving  communica- 
tion service  and  effecting  economies® 

No  special  form  is  required  for  this  purpose®  Checks  should  be  con- 
sidered on  a spot  basis  and  should  cover  a period  of  at  least  a week© 

831 ©8  GENERAL 

(1)  Receipt  System  » A sinple  receipt  system  should  be  maintained 
by  the  Records  k Communications  Unit  on  articles  of  value  such 
as  checks,  cash,  money  orders,  etc®  Mail  addressed  ’’Personal 
Attention  Collection  Clerk”  should  not  be  opened,  but  should  be 
routed  directly  to  the  collection  clerk®  Such  mail  not  so  marked 
but  opened,  should  be  placed  under  the  receipt  system  routine 
as  it  contains  checks,  money  orders,  etc®  See  attached  sample 
of  receipt  system  used  at  National  level,  which  may  serve  as  a 
Guide  at  the  State  level® 
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(2)  Use  of  Postal  Mail  Sacks 

U AR  582  prohibits  the  use  of  the  postal  mail  sacks  for  the 
storage  of  records,  books,  and  other  matter o It  also  prohibits 
the  dragging  of  such  sacks  over  floors  and  pavements o The 
contents  of  mail  sacks  should  be  removed  immediately  upon 
receipt  and  the  sacks  returned  to  the  Post  Office  Department 
as  soon  as  possible® 

(3)  Bulk  Mailing  " December  1 ° 26 

Insofar  as  possible  during  the  period  December  1 to  December  26, 
all  bulk  mailings  of  pamphlets,  books,  forms,  or  other  printed 
matter  should  be  withheld  from  the  mails®  This  is  not  to  be 
construed  as  prohibiting  the  mailing  of  official  correspondence® 


(U)  Bundling  of  Envelopes 


The  Post  Office  Department  has  stated  that  the  handling  of 
mail  will  be  expedited  if  such  mail  is  delivered  to  the  Post 
Office  with  all  of  the  envelopes  facing  the  same  way  and  tied 
in  bundles  of  thirty  or  forty®  So  far  as  possible,  this 
procedure  should  be  followed® 


(5) 


A minimum  supply  of  envelopes  consistent  with  good  management 
should  be  ordered  aid  kept  on  hand®  Excessive  inventories 
create  a storage  problem®  In  addition,  old  envelopes  develop 
dry'-rot  which  makes  them  unsafe  for  use  in  the  mail®  Rotted 
envelopes  should  be  destroyed  and  credit  claimed  in  the  quarterly 
report  of  penalty  indicia® 


(6)  Mail  Room  Equipment 

Mechanical  aids  such  as  automatic  letter  openers,  and  sealers, 
manual  and  electric  time^stamps,  post  office  scales,  gummed-tape 
shooters,  addressographs,  along  with  such  routine  equipment  as 
pigeon  holes,  wrapping  tables,  mail  sack  holders,  etc®,  are 
available  for  use  in  expediting  the  processing  of  mail®  Volume, 
of  course,  should  be  the  determining  factor  in  the  selection 
of  the  quantity  and  type  of  eqiiipment  to  be  installed®  The 
Washington  Office  will  be  glad  to  furnish  information  as  to 
equipment  available® 

(7)  Delivery  of  Washington  Mail  on  Non~Work  Days 

Arrangements  may  be  made  for  the  delivery  of  mail  (special 
delivery  and  registered  only)  to  Washington  personnel  on  non= 
work  days,  provided  such  personnel  are  performing  duties  in  the 
Department  of  Agriculture®  Notification  that  such  an  arrange- 
ment  is  desired  must  be  received  by  the  Records  Management  & 
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832 


Communications  Branch,  before  noon  of  the  day  immediately  pre- 
ceding the  non=work  day= 


TELEGRAPH 


(1)  Telegraphic  communication  facilities  should  be  used  only  for 
messages  whose  urgency  requires  faster  service  than  that  obtain- 
able by  mailo  All  persons  who  use  communications  facilities  are 
required  to  use  the  least  estpensive  means  that  will  get  the  message 
to  destination  by  required  time  and  must  minimize  the  use  of  extra- 
cost rapid  communication.  Telegraph  service  may  be  used  only  when 
no  other  type  of  communication,  including  mail  or  airmail,  will 
deliver  the  message  by  the  required  timeo  (See  Paragraph  833 ol 

(1)  b|  also  AcMo  Memo  NOo  33 j dated  J4-28-5U>  Section  7^  Telephone 
and  Telegraph) o 

(2)  Time  zones  and,  in  the  summer,  daylight-saving  time,  should  be 
taken  into  consideration  in  dispatching  telegrams©  For  example, 
a straight  message  dispatched  from  Portland,  Oregon,  2s 00  Po  Mo, 
PST,  will  not  reach  Washington  in  time  for  delivery  before  the 
close  of  business©  Time  checks  should  be  conducted  occasionally 
in  order  to  provide  tested  schedules  and  deadlines©  Operators 
should  observe  such  schedules  and  deadlines© 


Telegrams  shall  be  as  brief  as  possible,  for  clarity,  and  un- 
necessary words  shall  be  eliminated©  Addresses  shall  consist 
only  of  information  which  is  necessary  to  effect  prompt  delivery© 
Telegrams  between  offices  of  the  Service  shall  not  include  titles, 
divisions  or  other  superfluous  words©  Telegrams  to  private  indi- 
viduals or  organizations  may  include  titles,  divisions  or  other 
pertinent  information,  if  necessary  to  effect  delivery© 

The  use  of  symbols,  when  possible,  will  effect  savings  in  words  and 
expense  and,  when  applicable,  the  following  symbols  shall  be  used 
between  the  offices  of  the  Services  (The  first  two  letters  indicate 
YOUR  TELEGRAM,  YOUR  LETTER,  etc©,  the  third  letter  indicates  the 
month  as  A « January,  B - February,  C - March,  etc©,  and  the  figures 
indicate  the  day  of  the  month) • 


YTG21 

YLG17 

MTL31 

MLL2 

0TA6 

OPA22 

0LB19 


Regarding  your  telegram  July  21 

Regarding  your  letter  July  17 

Regarding  my  telegram  December  31 

Regarding  my  letter  December  22 

Regarding  our  telegram  January  6 

Regarding  our  telephone  conversation  January 

Regarding  our  letter  February  19 


(one  word) 

(one  word) 

(one  word) 

(one  word) 

(one  word) 

22  (one  word) 
(one  word) 


For  all  telegrams  going  outside  the  Service,  use  RETEL,  RELET,  REOURLET, 
REOURTEL© 


RETEL  Regarding  your  telegram  (one  word) 

RELET  Regarding  your  letter  (one  word) 
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REOURTEL  Regarding  our  telegram  (two  words) 

REOURLET  Regarding  our  letter  (two  words) 

The  symbols  illustrated  above  should  be  written  as  one  word  and 
they  are  charged  for  as  one  word  for  each  five  (5)  letters  (or 
numerals)  or  fraction  thereof© 

(3)  Straight  telegrams  received  too  late  for  delivery  during  the  busi- 
ness day  should  be  sent  night  letter  or^  if  possible^  by  mail© 

Night  letters  should  be  sent  by  airmail  where  overnight  service 
is  available©  Telegrams  (and  file  copies  thereof)  sent  via  mail 
should  be  so  markedo  Where  it  is  obvious  that  urgency  exists, 
the  sender  should  be  consulted  in  order  that  he  may  decide  whether 
the  use  of  telephone  is  required© 

No  charge  is  made  for  the  following  punctuation  marks  in  messages 
between  points  in  the  United  States s Comma,  colon,  period,  semi- 
colon, dash,  hyphen,  quotation  marks,  parentheses,  question  mark 
and  apostrophe©  USE  THE  ACTUAL  MARKINGS©  (If  spelled  out  a 
charge  is  made  for  the  word)©  Avoid  the  use  of  STOP  for  a period© 
Use  figures  instead  of  words  to  indicate  numbers,  as  figures  are 
charged  for  at  the  rate  of  five  (^)  figures  for  one  word©  (123U5- 
one  word,  123i4^67-two  words)®  Standard  abbreviation  may  be  used 
as  ST©  (street) I AVE©  (avenue),  BLUG®  (building)© 

(U)  Only  official  business  is  to  be  the  subject  of  telegraphic  traffic | 
however,  telegrams  directed  to  official  addresses  may  contain  a 
request  for  hotel  reservations  provided  the  request  does  not  ex- 
ceed 10  per  centum  of  the  total  wordage  of  the  text© 

(5)  Signature  shall  be  as  brief  as  possible  but  shall  include  enough 
information  to  identify  the  sender,  WHEN  NECESSARY©  The  name 
of  the  individual  and  the  Bureau  will  be  transmitted  without 
charge,  but  titles,  branches  and  divisions  are  counted  and  charged 
for© 

It  is  not  necessary  for  Service  personnel  to  use  titles,  bureau 
or  divisions,  with  signatures,  on  telegrams  to  other  SoCoS©  offices 

832 ©1  TYPES  OF  TELEGRAPHIC  SERVICE 

(1)  Straight  Message  is  entitled  to  preferred  commercial  service, 
taking  priority,  in  the  transmission  over  telegraph  lines  over 
day  letters©  This  is  the  most  expensive  service  and  the  necessity 
therefor  should  be  scrutinized©  Generally  speaking,  a seventeen 
word  message  may  be  sent  for  the  cost  of  a fifty  word  day  letter© 

(2)  Serial  Service  is  a preferred  service  and  may  be  utilized  where  tw5 
or  more  messages  are  sent  to  the  same  address©  The  messages  must 
be  filed  simultaneously©  A substantial  saving  can  be  effected  in 
the  use  of  this  service© 
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(3)  Day  Letters  constitute  a class  of  deferred  service o They  are 

transmitted  only  after  all  straight  messages  or  serial  messages  ^ 

are  clearedo  Delivery  at  the  destination  is  given  the  same 
priority  as  a straight  message » A fifty  word  day  letter  may  be 
sent^  generally  speaidjigi,  for  about  one  and  one-half  times  the 
cost  of  a straight  message  of  ten  words o 

(h)  Night  Letters  are  messages  transmitted  after  the  usual  business 
hoursT  The  telegraph  offices  will  accept  night  letters  up  to 
2 §00  Ao  Mo  of  the  morning  on  which  they  are  to  be  deliveredo  They 
try  to  make  delivery  before  9; 00  Ao  Mo  and  from  that  standpoint 
the  service  is  more  or  less  reliable©  Generally  speaking^  a twenty^ 
five  word  night  letter  may  be  sent  for  about  the  same  cost  as  a ten«= 
word  straight  message  and  in  some  zones  substantially  cheaper® 

832  „2  RAPID  WRITTEN  COMMUNICATIONS  SYSTEM 

The  Public  Building  Service  operates  a telegraphic  service  known  as  the 
Rapid  Written  Communication  System©  This  consists  of  a network  of  leased 
wires  connecting  various  cities  in  the  United  States©  In  conjunction  with 
these  direct  connections ^ the  PBA  refiles  messages  via  Western  Union  to 
and  from  points  not  included  on  their  network©  The  use  of  this  system^ 
subject  to  PBA  operating  restrictions,  is  authorized  for  all  offices  of  i 
the  Soil  Conservation  Service©  * 

832 ©21  OPERATING  CONDITIONS 


The  PBS  leased  Yrires  facilities  are  classified  as  either  ”on-system’* 
or  ”off==system“o  On-system  points  are  those  in  which  PBS  maintains 
operating  facilities©  Off “system  points  are  those  in  which  there  are 
no  operating  facilities  maintained  by  PBSo 


(1)  On-system  Opera tions©  Cities  which  are  classified  as  on-system 
points  areg 


ALBANY,  No  I© 
ALBUQUERQUE,  N©  M© 
ATLANTA,  GA© 
BALTIMORE,  MD© 
BmilNGHAM,  ALA© 
BOISE,  IDA© 

BOSTON,  MASS© 
BUFFALO,  Nc  Y© 
CHARLESTON,  W©  VA© 
CHICAGO,  ILL© 
CINCINNATI,  OHIO 
CLEVELAND,  OHIO 
COLUilBIA,  SO©  CAR© 
COLUMBUS,  OHIO 
DALLAS,  TEX© 
DENVER,  COLO© 


DES  MOINES,  IOWA 
DETROIT,  MICHo 
EL  PASO,  TEX© 

FORT  WCHTH,  TEX© 
HARTFORD,  CONI^© 
HELENA,  MONT© 
HOUSTON,  TEX© 
INDIANAPOLIS,  DID© 
JACKSONVILLE,  FLA© 
KANSAS  CITY,  MO© 
LITTLE  ROCK,  ARK© 
LOS  ANGELES,  CALIF© 
LOUISVILLE,  KY© 
MEMPHIS,  TENN© 
MIAMI,  FLA© 
MILWAUKEE,  WIS© 
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MINNEAPOLIS,  MINN. 
NASH7ILLE,  TENN. 

NEW  ORLEANS,  LA. 

NEW  YORK,  N.  Y* 
OKLAHOMA  CITY,  OKLA. 
OMAHA,  NEBR. 
PHILADELPHIA,  PENN. 
PHOENIX,  ARIZ. 
PITTSBURGH,  PA. 
PORTLAND,  ORE. 
RALEIGH,  N.  C. 
RICm^iOND,  VA. 


ST.  LOUIS,  MO. 

SALT  LAKE  CITY,  UTAH 
SAN  ANTONIO,  TEX. 

SAN  DIEGO,  CALIF. 

SAN  FRANCISCO,  CALIF 
SEATTLE,  WASH. 
SPOKANE,  WASH. 
SYRACUSE,  N.  Y. 
TUCSON,  ARIZ. 

TULSA,  OKLA. 
WASHINGTON,  D.  C* 
WICHITA,  KANS. 


All  SCS  field  headquarters  located  in  or  near  these  cities  are 
urged  to  take  full  advantage  of  the  economical  facilities  of 
this  system.  The  PBA  Operator  will  telephone  incoming  messages 
and  mail  a written  confirmation,  likewise,  outgoing  messages 
will  be  telephoned  to  the  PBA  Operator.  All  necessary  arrange- 
ments should  be  made  locally* 

(2)  Off -system  Operations.  SCS  Headquarters  in  cities  off-system 
may  send  only  to  U.  S.  Government  addresses  located  in  an  on- 
system  point.  To  do  this.  Western  Union  facilities  are  used  to 
reach  a PBA  operating  point.  The  message  is  then  refiled  via 
PBA  to  the  office  of  address.  On  the  refile  service,  outgoing 
messages  originating  in  field  headquarters  would  be  addressed 
to  Public  Buildings  Service  Teletype  Centers  located  in  the 
cities  listed  in  Paragraph  (1)  above  which  are  authorized  to 
accept  refile  messages. 


No  billing  on  this  Service  tvHI  be  submitted  to  field  headquarters 
for  any  message  sent  via  PBA.  They  now  bill  Washington  direct  for 
all  messages  originating  at  an  on-system  point,  regardless  of  whether 
they  are  straight  or  refile.  They  also  bill  the  Washington  headquarters 
for  the  PBA  portion  of  transmittal  where  the  message  originates  at 
an  off -system  point.  In  the  latter  case,  the  originating  headquarters 
will  be  billed  directly  by  Western  Union.  These  charges  will  be  only 
for  the  distance  they  handle  the  message. 

The  Budget  & Finance  Division  in  Wadiington,  D.  Co,  pays  the  bill 
and  sends  each  State  a JoTirnal  Voucher  for  its  share*  The  charges 
received  from  Washington  are  aH  lump  sxim  amounts  and  in  order  to 
determine  the  SCS  appropriations  to  which  these  messages  are  to  be 
charged,  it  will  be  necessary  for  each  field  headquarters  now  using 
PBA  teletype  facilities  to  take  the  following  steps* 

(1)  Make  up  an  extra  copy  of  all  outgoing  telegrams  sent  via 
PBA  teletype  system.  Headquarters  now  using  commercial 
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cominunications  such  as  Western  Union  are  not  required  to 
make  extra  copies  of  their  outgoing  telegrams* 

(2)  Note  in  the  lower  left-hand  corner  the  name  of  the  activity 
and  the  work  project  symbol  to  which  it  should  be  charged^  as 
SCS  Operation^  Flood  Prevention^  Surveys,  or  Watershed  Protec- 
tion* 

(3)  At  the  end  of  each  month,  these  copies  should  be  sent  to  the 
State  Fiscal  Office  for  compilation  of  the  charges  to  the 
various  appropriations  of  the  Service* 

832*3  TELEGRAPH  RATES 

Effective  October  2U,  IShl s "the  Federal  Cominunications  Commission 
authorized  the  elimination  of  the  rate  differential  for  U*  S*  Govern- 
ment domestic  telegraph  messages*  As  of  that  date,  U*  S*  Government 
rates  will  be  the  same  as  commercial  rates*  This  action  increases 
the  cost  of  telegraph  services  since  the  previous  cost  to  the  govern- 
ment was  80^  of  commercial*  The  cost  increase  emphasizes  the  necessity 
for  exercising  all  possible  economy  in  the  use  of  telegraphic  facilities* 

832 *U  TELEGRAPHIC  PRIORITIES 

Government  domestic  telegraphic  traffic  will  not  be  given  priority 
by  the  Western  Union  Telegraph  Company*  In  order  to  secure  preferred 
handling,  it  will  be  necessary  to  mark  "Priority"  immediately  preced- 
ing the  name  and  address*  Priority  handling  may  be  given  only  to 
full  rate  and  serial  messages* 

833  TELEPHONE 

(1)  Telephones  are  installed  in  SoC*S*  Offices  for  the  transaction 
of  official  business*  The  use  of  the  telephone  for  transaction 
of  personal  business,  regardless  of  whether  or  not  toll  charges 
are  involved,  is  prohibited* 

(2)  Where  volume  warrants,  local  internal  and  long  distance  calls 
may  be  handled  on  a PBX  or  dial  system*  The  latter  system 
permits  the  operator  to  work  part  time  on  other  duties  as  typing, 
indexing,  microfilming,  etc* 

833 ol  LONG  DISTANCE  CALLS  (TOLL  CALLS) 

(1)  The  use  of  long  distance  telephone  service  affords  the  fastest 
means  of  commumnation  between  points*  Administrative  Regula- 
tions have  been  issued  which  establish  standards  for  long  distance 
calls  8 

ii  AR  50U  and  ^0^*  Long  Distance  Telephone  Calls 
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-{^Standards  and  Controls 

a*  Long  distance  telephone  calls  may  be  made  only  when 
the  official  business  to  be  transacted  is  urgent^ 
when  a less  expensive  mode  of  communication  will  not 
serve  the  purpose,  and  when  the  making  of  such  calls 
is  definitely  required  by  the  interest  of  the  Govern- 
ment* 

bs  The  minimum  standards  given  below  will  be  used  by  all 
officers  and  eii5)loyees  of  the  Department  to  test  the 
urgency  of  a long  distance  call,  and  no  long  distance 
telephone  expense  shall  be  incurred  unless 1 

(1)  The  efficient  execution  of  important  official 
business  would  definitely  be  hindered j or 

(2)  A monetary  loss  might  result  to  the  Government 
if  a less  expensive  mode  of  communication  were 
used;  or 

(3)  The  subject  required  to  be  discussed  would 
necessitate  travel  if  long  distance  telephone 
service  were  not  used;  or 

(U)  Immediate  official  action  is  required  by  an 

emergency  situation  relating  to  illness,  injury, 
property  damage,  or  other  similar  circumstances;  or 

(5)  A wire  or  phone  call  will  save  a tripo 

(6)  Information  is  needed  immediately  and  current  work 
cannot  proceed  to  good  advantage  without  its 

c®  When  it  is  determined  that  a long  distance  call  is  ab- 
solutely necessary,  the  person  making  the  call  should 
assemble  all  pertinent  data  and  so  organize  the  material 
that  the  call  may  be  completed  in  the  most  efficient  and 
economical  manner o The  conversation  should  be  limited 
to  the  official  business  involved© 

d®  Heads  of  agencies  are  responsible  for  expenditiires  for 
long  distance  telephone  service  and  shall  prescribe  the 
necessary  control  measures,  appropriate  to  each  organiza- 
tion, to  guard  against  unnecessary  expenditures  for  such 
calls®  Such  measures  shall  include  provisions  for  estab- 
lishing in  each  unit  of  the  organization  those  performance 
standards  and  procedures  which,  considering  the  operating 
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conditions  to  be  served^  appear  most  effective  in 
keeping  expenditures  for  long  distance  telephone 
service  to  a minimum  consistent  with  efficient  opera= 
tion^  and  for  insuring  compliance  with  the  Department^ 
wide  standards  under  which  long  distance  telephone 
expense  may  be  incurredo 

e.  Communication  by  telephone  or  telegraph  must  always  be 
confirmed  by  an  appropriate  numbered  memorandum  or  letter 
if  it  has  been  used  to  establish  any  continuing  policy 
or  procedure  or  to  make  a commitmento 

2o  Certification 

a»  The  Act  of  May  10^  1939^  53  Stato  738^  provides  that  no 
appropriation  shall  be  used  for  the  payment  of  long  dist= 
ance  telephone  tolls  except  for  the  transaction  of  public 
business  which  the  interest  of  the  Government  requires 
to  be  so  transacted  and  unless  each  voucher^  including 
travel  reimbursement  vouchers covering  such  tolls  carries 
a certification  that  the  use  of  the  telephone  in  such 
instances  was  necessary  in  the  interests  cf  the  Government© 
The  Chief  of  the  Office  of  Plant  aid  Operations^  or  a 
duly  designated  official  of  that  office^  is  authorized 
to  execute  this  certification  on  all  vouchers  covering 
long  distance  telephone  tolls  paid  in  Washington,  Da  C® 

Such  certification  shall  in  all  cases  be  supported  by 
appropriate  certifications  by  responsible  Bureau  officials© 

bo  Any  Officer  authorized  to  certify  and  approve  vouchers 
is  authorized  to  execute  the  certification  required  by 
53  State  738  with  respect  to  tolls  paid  in  the  field  or 
reimbursed  to  travelers o 

(2)  All  employees  should  be  informed  of  the  regulations o Each  call 
should  be  weighed  in  the  light  of  the  standards  set  forth  in  the 
regulations  and  any  abuse  of  long  distance  facilities  should  be 
brought  to  the  attention  of  the  appropriate  officials 

833  o2  TTMIS  OF  SERVICE 

(1)  Person  to  Person 


A person-to-person  call  is  a service  in  which  a specific  indi= 
vidual  is  desired©  The  charge  for  the  call  begins  when  the 
person  stipulated  is  reached  (if  the  person  called  is  not 
present  and  the  conversation  is  with  someone  else^  a.  person-to- 
person  rate  is  charged)©  This  service^  generally  speaking^  is 
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thirty  to  forty  percent  more  expensive  than  station^to^station 
callsj  however^  unless  advance  notice  is  given  of  the  call^ 
this  service  offers  assurance  that  the  proper  person  will  be 
reachedo 

(2)  Station- to  ^-Station 


Station-tO“Station  calls  connect  office  with  office^  are  cheaper 
than  person“to>»person  calls^  and  should  be  utilized  whenever 
possible©  The  charge  for  the  service  begins  when  the  called 
telephone  or  private  switchboard  answers©  Wherever  possiblei, 
advance  notice  of  the  call  should  be  given^  either  by  letter  or 
telegram^  in  order  to  avoid  expensive  person-to-person  calls ^ 
and  to  permit  time  for  collection  of  files  and  consideration 
of  subject  by  the  party  being  caHedo 

(3)  Conference  Galls 

Conference  calls  may  be  arranged  for  several  people  in  one  office 
to  talk  with  personnel  in  one  or  more  other  off ice^  regardless 
of  location©  Where  this  involves  different  outside  lines^  it 
is  a very  expensive  means  of  communication  and  should  be  used 
only  when  great  emergency  exists© 

833 o 3 TELEPHONE  DIRECTORY  LISTINGS 

» Lis ting  of  Field  Offices  or  Stations  in  Telephone  and  City  Directories© 
For  the  convenience  of  the  public  and  in  order  to  facilitate  the 
transaction  of  business  in  a locality  where  there  is  more  than  one 
field  office  or  station  of  the  Department  of  Agriculture^  the  represen- 
tatives thereof  should  confer  as  a group  and  arrange  with  the  proper 
authorities  of  the  telephone  and  city  directory  con^Danies  for  carrying 
in  the  local  directories  a consolidated  alphabetical  listing  of  the 
Department  by  organizations® 

”Where  there  are  other  Federal  Agencies  in  the  same  locality ^ the  de- 
partmental group^  preferably  through  the  Federal  Business  Association 
or  like  organization^  should  endeavor  to  arrange  for  a consolidated 
listing  of  all  Federal  activities^  alphabetically  by  departments^ 
under  the  heading  ’’United  States  Government ©’* 

’’Cross  listing  by  individual  Bureau  and  activity  designations  will 
still  be  desirable  in  many  cases  because  of  lack  of  familiarity  on 
the  part  of  the  public  with  the  government  organization©” 

See  AR  - U = ^11-^12 o 
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833.5 


** Installation  of  Telephone  in  Govemment-o'wned  Residenceso  Installation 
of  telephone  in  govermnent-ovnied  private  quarters  of  an  employee  ^ to 
receive  service  through  a Department  private  branch  exchange  may  be 
authorized  but  no  appropriation  of  the  Department  may  be  expended  for 
telephone  service  installed  in  any  private  residence  or  private  apart- 
ment or  for  tolls  or  other  charges  for  telephone  service  from  private 
residences  or  private  apartments,  except  for  long-distance  telephone 
tolls  required  strictly  for  the  public  business  as  shown  by  sworn 
vouchers  approved  by  the  head  of  the  Bureau®  Telephone  service  rendered 
through  a departmental  private  branch  exchange  to  private  quarters 
shall  be  paid  for  monthly  by  the  employee  concernedo  If,  however,  an 
employee  having  no  other  office  or  official  headquarters,  uses  one  or 
more  rooms  in  his  private  residence  excliisively  for  office  purposes 
and  as  a public  office,  the  payment  for  telephone  service  installed 
therein  for  his  official  use  only  is  not  prohibitedo”  See  7 AR  230o^  b 

See  h AR  h92  a and  b 


SVTITCHBOARD  OPERATION 


The  switchboard  should  be  manned  at  all  times  during  working  hours© 
The  operator  should  be  courteous  at  all  times  and  make  every  effort 
to  connect  the  party  with  the  unit  or  person  qualified  to  handle  the 
call©  Unnecessary  referrals  are  to  be  avoided©  An  impression  of  an 
organization  is  quite  frequently  formed  as  a result  of  the  way  in 
which  a telephone  call  is  handled© 

83U  radio 


(1)  Applications  for  or  questions  regarding  the  installation  and 
use  of  radio  communication  facilities  shall  be  directed  to  the 
Chief,  Records  Management  & Communications  Branch©  Applications 
shall  be  accompanied  by  a statement  of  the  purpose  for  which 
the  equipment  is  to  be  used,  the  type  of  power  available  and  its 
dependability,  the  type  of  communication  desired,  i©eo,  one-way, 
two-way,  portable,  mobile,  tower- to- tower,  etc©,  approximate 
distance  to  be  covered  and  a topographic  map  of  the  area  in  which 
it  is  to  be  used© 

(2)  Approved  applications  are  cleared  through  the  Departmental  member 
of  the  Inter-Departmental  Radio  Advisory  Committee  for  the  assign- 
ment of  frequencies  and  call  letters© 

(3)  Radio  communication  facilities  may  not  be  employed  for  the  trans- 
mission of  administrative  traffic  when  commercial  facilities  are 
available©  The  use  of  such  equipment  vrill  generally  be  restricted 
to  fire  protection  and  fighting  in  forests  on  Service-owned  land© 

(U)  The  Director,  Administrative  Services  Division,  has  been  designated 
to  serve  as  liaison  officer  between  this  Service  and  the  Departmental 
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thirty  to  forty  percent  more  expensive  than  station=to=»station 
callsj  however^  unless  advance  notice  is  given  of  the  call^ 
this  service  offers  assurance  that  the  proper  person  will  be 
reached© 

(2)  Station- to-Station 

Station“=to*»=Station  calls  connect  office  with  office^  are  cheaper 
than  person-to-person  calls^  and  should  be  utilized  whenever 
possible©  The  charge  for  the  service  begins  when  the  called 
telephone  or  private  switchboard  answers©  Wherever  possible^ 
advance  notice  of  the  call  should  be  given^  either  by  letter  or 
telegram^  in  order  to  avoid  expensive  person-to-person  c^lls^ 
and  to  permit  time  for  collection  of  files  and  consideration 
of  subject  by  the  party  being  caUed© 

(3)  Conference  Galls 

Conference  calls  may  be  arranged  for  several  people  in  one  office 
to  talk  with  personnel  in  one  or  more  other  office^  regardless 
^ of  location©  Where  this  involves  different  outside  lines j,  it 
is  a very  expensive  means  of  communication  and  should  be  used 
only  when  great  emergency  exists© 

833 o 3 TELEPHONE  DIRECTORY  LISTINGS 

"Listing  of  Field  Offices  or  Stations  in  Telephone  and  City  Directories© 
For  the  convenience  of  the  public  and  in  order  to  facilitate  the 
transaction  of  business  in  a locality  where  there  is  more  than  one 
field  office  or  station  of  the  Department  of  Agriculture^  the  represen- 
tatives thereof  should  confer  as  a group  and  arrange  with  the  proper 
authorities  of  the  telephone  and  city  directory  con^Danies  for  carrying 
in  the  local  directories  a consolidated  alphabetical  listing  of  the 
Department  by  organizations® 

"Where  there  are  other  Federal  Agencies  in  the  same  locality^  the  de- 
partmental group^  preferably  through  the  Federal  Business  Association 
or  like  organization^  should  endeavor  to  arrange  for  a consolidated 
listing  of  all  Federal  activities^  alphabetically  by  departments^ 
under  the  heading  "United  States  Government©" 

"Cross  listing  by  individual  Bureau  and  activity  designations  will 
still  be  desirable  in  many  cases  because  of  lack  of  familiarity  on 
the  part  of  the  public  with  the  government  organization©" 

See  AR  - U - 5H“5l2o 
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Installation  of  Telephone  in  Government-owned  Residences o Installation 
of  telephone  in  government-oirmed  private  quarters  of  an  employee  n to 
receive  service  through  a Department  private  branch  exchange  may  be 
authorized  but  no  appropriation  of  the  Department  may  be  expended  for 
telephone  service  installed  in  any  private  residence  or  private  apart- 
ment or  for  tolls  or  other  charges  for  telephone  service  from  private 
residences  or  private  apartments,  except  for  long-distance  telephone 
tolls  required  strictly  for  the  public  business  as  shown  by  sworn 
vouchers  approved  by  the  head  of  the  Bureau®  Telephone  service  rendered 
through  a departmental  private  branch  exchange  to  private  quarters 
shall  be  paid  for  monthly  by  the  employee  concerned<»  If,  however,  an 
employee  having  no  other  office  or  official  headquarters,  uses  one  or 
more  rooms  in  his  private  residence  exclusively  for  office  purposes 
and  as  a public  office,  the  payment  for  telephone  service  installed 
therein  for  his  official  use  only  is  not  prohibitedo”  See  7 AR  230o5 

See  I4.  AR  h92  a and  b 


SWITCHBOARD  OPERATION 


The  switchboard  should  be  manned  at  all  times  during  working  hours o 
The  operator  should  be  coiirteous  at  all  times  and  make  every  effort 
to  connect  the  party  with  the  unit  or  person  qualified  to  handle  the 
call#  Unnecessary  referrals  are  to  be  avoided#  An  impression  of  an 
organization  is  quite  frequently  formed  as  a result  of  the  way  in 
which  a telephone  call  is  handled© 

83U  RADIO 

(1)  Applications  for  or  questions  regarding  the  installation  and 
use  of  radio  communication  facilities  shall  be  directed  to  the 
Chief,  Records  Management  & Communications  Branch#  Applications 
shall  be  accompanied  by  a statement  of  the  purpose  for  which 
the  equipment  is  to  be  used,  the  type  of  power  available  and  its 
dependability,  the  type  of  coirmiunication  desired,  i#eo,  one-way, 
two-way,  portable,  mobile,  tower-to-tower,  etc®,  approximate 
distance  to  be  covered  and  a topographic  map  of  the  area  in  which 
it  is  to  be  used© 

(2)  Approved  applications  are  cleared  through  the  Departmental  member 
of  the  Inter-Departmental  Radio  Advisory  Committee  for  the  assign- 
ment of  frequencies  and  call  letters# 

(3)  Radio  communication  facilities  may  not  be  employed  for  the  trans- 
mission of  administrative  traffic  when  commercial  facilities  are 
available#  The  use  of  such  equipment  will  generally  be  restricted 
to  fire  protection  and  fighting  in  forests  on  Service-owned  land# 

(U)  The  Director,  Administrative  Services  Division,  has  been  designated 
to  serve  as  liaison  officer  between  this  Service  and  the  Departmental 
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member  of  the  Inter-Departmental  Radio  Advisory  Committee. 

He  has  designated  the  Chiefs  Records  Management  & Comiminica» 
tions  Branch  as  his  alternate© 

835  MESSENGER  SERVICE 

(1)  Messengers  are  en^loyed  to  carry  mail  to  and  from  the  mail 
room^  to  deliver  and  pick  up  mail  at  the  Post  Office^  to 
open^  time  stamp  and  perform  preliminary  sorting  of  mail 
and  to  prepare  mail  for  dispatch© 

(2)  Messenger  service  should  be  scheduled  operation  -ycLth  strict 

observance  of  the  schedules  in  effect©  There  should  be  no 
fewer  than  two  (preferably  three)  pickups^  deliveries  and 
internal  distributions  made  during  the  day© 

QkO  TRANSFER  OF  RECORDS  BETWEEN  AGENCIES  OF  THE  DEPARTMENT 

When  functions  are  transferred  from  the  Soil  Conservation  Service 
to  another  Bureau  within  the  Department^  the  records  for  that 
function  should  be  transferred  to  the  new  Bureau©  A report  cover=> 
ing  the  transfer  should  be  forwarded  to  the  Washington  Administra- 
tive Services  Division  for  transmittal  to  the  Director  of  Plant 
and  Operations© 

81^0  ol  RECORDS  OF  LIQUIDATED  OR  DISCONTINUED  PROGRAMS 

When  a program  or  office  within  a State  is  liquidated  or  discontinued, 
the  records  should  be  handled  in  such  a manner  that  a complete  docu- 
mentation is  made  of  the  activities  being  liquidated©  Arrangements 
for  the  liquidation  or  disposition  should  be  made  in  advance  with 
the  Director,  Administrative  Services  Division  of  the  National  Office* 

8iil  TRANSFER  OF  RECORDS  TO  FEDERAL  AGENCIES  OUTSIDE  THE  DEPARTMENT  OF 
AGRICULTURE 

irflien  records  are  to  be  transferred  to  another  Federal  Agency,  the 
Administrative  Officer  of  the  State  will  forward  a request  with 
the  approval  of  the  appropriate  State  Official  to  the  Washington 
Administrative  Services  Division  for  appropriate  action©  The  re- 
quest should  include  the  following  informations 

(a)  A concise  description  of  the  records  to  be  transferred,  in- 
cluding the  volume  in  cubic  feet© 

(b)  A statement  of  the  restrictions  impcEsed  on  the  use  of  records* 

(c)  A statement  of  the  number  of  reference  requests  per  month 
made  on  the  records,  with  information  as  to  the  Agencies  and 
persons  using  the  records  and  the  purpose  of  such  use© 
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(d)  A statement  of  the  number  of  persons,  if  any,  assigned  to  the 
administration  of  the  records* 

(e)  A statement  of  the  current  and  proposed  pl:^sical  and  organizational 
locations  of  the  records* 

(f)  Information  as  to  why  the  proposed  transfer  is  in  the  best  interests 
of  the  Government,  and 

(g)  A justification  for  the  transfer  of  records  more  than  five  years 
old© 

When  the  necessary  approval  has  been  received  from  National  Ai-chives 
and  Records  Service,  the  State  Administrative  Officer  will  be  advised* 

Disposition  of  storage  equipment  and  costs  of  transfers  will  be  arranged 
for  by  agreement  between  the  Agencies  concerned* 

8Ul*l  EXCEPTIONS  WHERE  PRIOR  APPROVAL  NOT  REQUIRED 

Prior  written  approval  from  National  Archives  and  Records  Service 
is  not  required  under  the  following  conditions g 

(a)  When  records  are  transferred  to  Federal  Records  Centers  (See 
Paragraph  8U2  or  National  Archives  (See  Paragraph  821ol) « 

(b)  When  records  are  loaned  for  official  use© 

(c)  When  the  transfer  of  records  or  functions  or  both  is  required  by 
statute.  Executive  Order,  or  Presidential  Reorganization  Plan, 
or  by  specific  determinations  made  thereimder© 

8U2  TRANSFER  OF  RECORDS  TO  FEDERAL  RECORDS  CENTERS 

Section  ^0$  (d)  of  the  Federal  Records  Act,  19^0,  authorizes  the 
Administrator  of  General  Services  to  establish,  maintain  and  operate 
records  centers  for  the  storage,  processing  and  servicing  of  records 
for  Federal  Agencies©  Each  State  may  take  advantage  of  this  service, 
if  they  so  desire,  in  the  operation  of  their  Records  Management  Pro- 
gram©  Prior  approval  for  each  transfer  should  be  obtained  from  the 
Washington  Administrative  Services  Division©  Existing  disposal 
schedules  should  be  applied  before  the  records  are  transferred© 
Arrangements  for  the  transfer  may  be  made  with  the  Deputy^  Regional 
Director  for  Records  Management  in  the  General  Services  Administration 
region  in  which  the  records  are  located©  No  records  are  to  be  dis= 
posed  of  by  the  Records  Center  without  the  approval  of  the  State 
concerned* 
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AUDIT  BY  GENERAL  ACCOUNTING  OFFICE 

After  approval  has  been  received  from  the  Regional  Manager^  Divi“ 
sion  of  Audits^  General  Accounting  Office,  the  records  are  to  be 
transferred  to  the  appropriate  Federal  Records  Center o They  are 


to  be  recorded,  identified  or  listed  in  accordance  with  the  follow- 
ing instructions  issued  by  the  General  Accounting  Offices 

”lo  Cardboard  containers,  size  1^»  long,  12”  wide,  and  10” 
deep,  uniformly  adopted  by  the  Federal  Records  Centers,  will 
be  utilized  to  the  fullest  extent  practicable  in  order  to 
eliminate  reboxing  and  shelving  problems <>  (See  GoSoAo 
Federal  Supply  Service  - Item  ^3=B”2ii992-128)  o 

\ 

”2o  The  containers  covering  vouchers,  schedules,  accounts 
current,  and  supporting  documents  will  be  stenciled,  or 
labeled  by  use  of  GoSoAo  Form  No®  398  to  show  name  of  dis- 
bursing officer,  agency  name  and  location,  period  of  account, 
and  description  of  contents » Contracts  will  be  identified 
by  series,  fiscal  year,  and  agency  name  and  locationo  Con- 
tainers will  be  numbered  1 of  2 of  or  as  the  case  may 
be  o 

”3o  Standard  Forms  No»  13U,  Records  Shelf  List,  and  No«  13^ 
Transmittal  of  Government  Records,  will  be  prepared  by  the 
shipping  agency  and  will  bear  evidence  of  approval  by  a 
representative  of  the  General  Accoimting  Office » An  original 
and  three  copies  should  be  forwarded  to  the  Center  in  advance 
of  each  shipment®  One  copy  receipted  by  an  employee  of  the 
Center  will  be  returned  to  the  installation  transferring  the 
records,  and  one  receipted  copy  will  be  transmitted  to  the 
Examination  and  Settlement  Branch,  Division  of  Audits, 

General  Accounting  Office,  Washington  25,  D®  C®,  for  records 
control  purposes®” 


8U2®2  LOCATION  OF  FEDERAL  RECORDS  CENTERS 


A®  NATIONAL 


GSA  REGION 


AREA  SERVED 


MAILING  ADDRESS 


Entire  Federal  Government 
(For  personnel  records  of 
separated  Federal  employees) 


Federal  Records  Center,  GSA 
172i|.  Locust  Street 
Sto  Louis  3,  Missouri 


B®  REGIONAL 


1 


Maine,  Vermont,  New  Hampshire, 
Massachusetts,  Connecticut, 
and  Rhode  Island 


General  Services  Administration 
Post  Office  and  Courthouse 
Boston  9<)  Massachusetts 


SCS  5“20-51l 


Administrative  Services  Division 


8U2.2  Continued 


GSA  REGION 


AREA  SERVED 


MAILING  ADIHESS 


2 


3 


New  York,  Pennsylvania, 
New  Jersey,  and  Delaware 


District  of  Columbia,  Maryland, 
West  Virginia,  Virginia,  Puerto 
Rico,  and  the  Virgin  Islands 


General  Services  Administration 
2^0  Hudson  Street 
New  York  13^  New  York 

General  Services  Administration 
GSA  Regional  Office  Building 
7th  and  D Streets,  S»  Wo 
Washington  2^,  Do  Co 


h 


5 


North  Carolina,  South  Carolina, 
Tennessee,  Mississippi,  Alabama, 
Georgia,  and  Florida 


Kentucky,  Illinois,  Wisconsin, 
Michigan,  Indiana,  and  Ohio 


General  Services  Administration 
Peachtree-Seventh  Building 
^0  Seventh  Street,  No  Eo 
Atlanta  Georgia 

General  Services  Administration 
Room  528,  U.  So  Court  House 
219  South  Clark  Street 
Chicago  Uj  Illinois 


6 


7 

8 


9 


10 


Missouri,  Kansas,  Iowa,  Nebraska, 
North  Dakota,  South  Dakota,  and 
Minnesota 

Texas,  Louisiana,  Arkansas, 
and  Oklahoma 


Colorado,  Wyoming,  Utah,  and 
New  Mexico 


California,  Arizona,  Nevada, 
and  the  Territory  of  Hawaii 


Washington,  Oregon,  Idaho, 
Montana,  and  the  Territory  of 
Alaska 


General  Services  Administration 
Room  1800,  Federal  Office  Building 
Kansas  City  6,  Missouri 

General  Services  Administration 
IIII4  Commerce  Street 
Dallas  2,  Texas 

General  Services  Administration 
Bid go  Ul^  Denver  Federal  Center 
Denver,  Colorado 

General  Services  Administration 

ii9  Fourth  Street 

San  Francisco  3^  California 

General  Services  Administration 
909  First  Avenue 
Seattle  U,  Washington 
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ANNUAL  STATISTICAL  SUiMARY  OF  RECORDS  HOLDINGS 

(1)  Authority 

Under  Title  3$  Section  102 o 07  of  the  GSA  Regulations^  each 
Federal  Agency^  within  sixty  days  after  the  close  of  the 
fiscal  year  19^2  and  each  year  thereafter ^ shall  submit  to  the 
National  Archives  and  Records  Service  a statistical  summary 
of  records  holdings® 

In  order  to  con^jly  with  this  requirement^  each  State^  Territorial, 
and  Interim  Regional  Office  should  transmit  to  the  V/ashington 
Administrative  Services  Division,  an  inventory  prepared  on  SF-136, 
•’Annual  Statistical  Summary  of  Records  Holdings,”  ir  accordance 
with  instructions  on  the  lower  half  of  the  form  and  additional 
instructions  set  forth  in  the  following  paragraphs®  The  old 
'•GSA  Form  i|67”  has  been  replaced  by  ••SF'=136o”  The  only  difference 
between  the  two  forms  is  the  change  in  number  from  ”GSA  Form  U67” 
to  ”SF“136®’*  If  there  is  a stock  on  hand  of  the  GSA=U67  form, 
they  may  be  used  until  the  supply  is  exhausted® 

(2)  State  Office,  Territorial,  Area  and  Work  Unit  Inventories 

Each  State  Office,  and  Territorial  Office  should  take  their 
inventories  in  the  same  manner  as  in  previous  years  using  the 
work  sheet  or  inventory  form  provided  by  the  former  Regional 
offices  for  inventories  at  locations  below  the  State  Office 
level  (Area,  Work  Units,  etc©)®  There  is  attached  a copy  of 
an  un~numbered  work  sheet  or  inventory  form  which  may  be  used 
for  inventory  purposes  below  the  State  level®  However,  as 
inferred  above,  there  will  be  no  restriction  at  this  tim  placed 
on  the  t3rpe  of  work  sheet  or  form  used  below  the  State  level® 

Since  there  will  not  be  too  much  fluctuation  in  the  amount  of 
records  on  hand  in  a two-week  period,  the  inventories  below  the 
State  or  Territorial  level  may  be  completed  any  time  after  June 
15  but  not  later  than  June  30®  They  should  be  returned  to  the 
State  or  Territorial  Office  for  summarizing  State  or  Territorial 
totals  not  later  than  July  1st  of  each  year®  When  inventories 
are  received  in  the  State  Office,  they  should  be  summarized  and 
recorded  in  the  proper  columns  on  SF=’136  as  explained  in 
paragraph  8i4.5  (2)  (b)® 

(a)  Records  to  be  Included  in  the  Inventory 

All  records  in  an  office  should  be  included  in  the  in- 
ventory with  the  exception  of  blank  forms  and  extra 
copies  of  bulletins  or  publications  that  are  on  hand 
for  distribution  to  the  public®  An  actual  physical 
measurement  of  all  records  in  an  office  must  be  made  in 
order  to  con^Dly  with  the  law®  The  formula  set  forth 
on  the  lower  portion  of  SF-136  may  be  used  as  a Guide® 
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Before  measurements  are  taken^  records  eligible  for 
disposition  should  be  disposed  of  in  accordance  with 
existing  disposal  scheduleso  (See  Disposal  Schedule 
822 «1  and  Combination  File  Outline  and  Disposal  Schedule 

822ol  (11) o 

(b)  Preparation  of  SF”136  (See  Exhibit  NOo  11) 

The  following  comments  are  made  for  guidance  in  preparation 
of  this  report; 


ITEM  3 


ITEM  h 


ITEM  5 


ITEM  6 


ITEM  7 


Volume  of  records  on  hand  at  the  be- 
ginning of  the  fiscal  year  (July  1,  1953) 

In  Column  (b)  show  number  cubic  feet  of 
records  reported  to  former  Regional  Office 
as  on  hand  at  end  of  last  fiscal  year, 

June  30,  1953 o This  was  Item  7 for  last 
year® 

Volume  of  records  disposed  of  during  the 
fiscal  year  (July  1,  1953  to  June  30, 

195U)o 

In  Column  (b)  show  number  cubic  feet  of 
records  disposed  of  by  application  of  dis- 
posal  schedules  within  States  or  Territories® 

Volume  of  records  transferred  to  Agency 
records  center® 

In  Column  (b)  show  None 

Volume  of  records  transferred  to  other 
Agencies  during  the  fiscal  year® 

In  Column  (b),  show  niunber  of  cubic  feet 
of  State  or  Territorial  records,  if  any, 
transferred  to  other  Agencies®  Records 
for  Research,  if  any.  Nursery  and  Land 
Utilization  Projects  formerly  attached  to 
Regional  Offices  will  be  reported  by  the 
Interim  Regional  Offices® 

Volume  of  records  on  hand  at  end  of  fiscal 
year,  (June  30,  195U)<> 

In  Column  (B),  show  number  cubic  feet  of 
all  records  on  hand  in  State  or  Territorial 
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UNITED  STATES  DEPARTBaENT  OF  AGRICULTURE 
SOIL  CONSERVATION  SERVICE 

Indicate  by 

Check  Marks 

State  Field  Party 

Location!  Type  of  Offices  Area  National 

Wo  Uo 

SOIL  CONSERVATION  SERVICE  CMNED  RECORDS  MANAGEMENT  EQUIPMENTS 

How  many  Steel  Filing  Sections?  U°drawer  $°drawer  Other 

How  many  Wood  Filing  Sections?  l^°»drawer  ^-drawer  Other 

How  many  Steel  3x5  inch  card  cabinets ^How  many  drawers  in  all 

How  many  Steel  5x8  inch  card  cabinets _How  many  drawers  in  all 

How  many  Aerial  photographic  cabinets  

RECORDS  ON  HAND?  CUBIC  FEET 

Correspondence  and  Documents  ....•••oooooo  

Service  work  copies  Farmer=District  Agreements  <>  o . 

i 

Supervisors*  copies  Farmer~District  Agreements  * o « 

Cancelled  copies  Farmer =Dis trie t Agreements  o <>  o » » 

Handbooks  and  Memoranda  

Publications  (Reference  copies  only)  <.  » a • <,  » « o » 

k inch  aerial  photographs  

Blank  F or ms  oo09o9«ea*o*«o»ooo««e 

Publications  and  Bulletins  for  public  distribution  <.  o 

8 inch  aerial  photographs  20x2ii  inches  *o*9oo9o  __________ 

8 inch  aerial  photogrephs  25x26  or  27x28  inches  o » « 

Records  in  3x5  inch  card  cabinets  *»o<»o99ooo  ________ 

Records  in  5x8  inch  card  cabinets  

RECORDS  DISPOSED  OF  DURING  195U  FISCAL  YEAR  © _____ 

Signature 


Date 


Title 


. ■ n 


h^W  19"'^.^,''*V'V'?  ^.■»?-:j^n  tfthfjit^fi 


C5)  J^iiCv  ^:^Jl 


.-■  J V 


, s^-^i'^mmK  » v'TisMTKA^ao  eaiiivo,  r'z^fw 

i*'  , jracfejre  iomMXfKx..  J3,<«  . .*- 

’iffci  vj  ♦' 


y.<  arJ’AalHS.  ' ' i,  ^ 

nalTgj  Soi^j  . I-.-  ^ J 

^-r.m — „ ^ 

f-'K  ' rv'^'  c 5AL  ^ , . 

•V  .W  , ..t,- 


1 

■f'’i 


‘f . . ■ - . ; 1 . •‘ft 


\ ^ tliS2§'" 


rsfAiO  ;tyg^^  


C'-'  ’"'I 

f ' Soiixlf ' 


I* 


Mm  tiX  m<&'A  f«'  <i'*'  Jj.  .-  vu^iC 


uUm  #lx  ‘ ti>. 


=3^-3  *:  ‘.n  ^■4U 


'’’SHI  t)xe^  -• 


' ^ $0lihh  Jj.^;  ' 


j-*^^..,.  . V . * . * ^ Aw^af^o*-  '--.rr/pr? 

fi- 

: ♦ , . i ‘.j^  ^ *=  x\A  ^ ‘"U  ziKJ-TlK ! *S  »♦  r.  ifc-  H -.  r ^ ^ j 


=V*  . . ^ Utf n|Ci--j»«rr;s^  tTJtMSMj 

'•!  ’-♦wit^’  •*,  *f4^roo, 


» V «• 


’ ~^£ 


I •*-^ 


• « 4 • • 4> 


*Nm 


k • % » « * >y  t • • \|0; 


iM 


. . miir.r4.t‘i/&Jch  ^ >nwi:irsj,X4?^^ 


. '*.-•  V'v 

^4^  i-^'.  1^  ’1S^J»'. -fii  -tr  c^SU?® 


iiM  ■ ' 


M ■*'  ■ # 


• 4 » • 

h,  ^ n ♦ 

■ jt 

. * . . ^ifATi  jAbsi'i  -?a^^?rc- 

*V  *■  ,■»  


#Tafa^[is" 


Administrative  Services  Division 


8US  Continued  2 


Office,  including  records  transferred  in 
from  Interim  Regional  Office,  Washington 
Office,  etco  Show  the  actual  volume  on 
hand  June  30,  19$h  regardless  of  whether 
it  is  high  or  low  in  comparison  with 
volume  shown  on  hand  at  end  of  fiscal  year 
June  30,  1953®  The  General  Services  Ad~ 
ministration  is  not  interested  in  the  rate 
of  accretion  but  they  are  definitely  inter- 
ested in  getting  an  accurate  count  of 
records  holdings  for  each  Agencyo  For 
this  reason,  it  will  be  necessary  to  take 
an  actual  count  of  records  as  there  is  no 
mathematical  way  to  arrive  at  a figure 
for  Item  7* 

ITEM  8 » 9 - 10 

These  three  items  will  be  taken  care  of  at 
the  Washington  level o 

(3)  Interim  Regional  Office  Inventories 


Each  Interim  Regional  Office  should  tale  their  inventories  in  the 
same  manner  as  in  previous  years,  including  any  Nurseries  or  other 
locations  that  may  be  considered  as  still  reporting,  to  the  Interim 
Regional  Office®  For  the  purpose  of  this  one  inventory,  there 
should  be  included  with  the  Interim  Regional  Office,  records  for 
the  Cartographic  Field  Units,  Engineering  and  Watershed  Planning 
Units,  Construction  aid  Design  Units,  Plant  Technologists,  and 
other  units,  if  all  located  in  the  same  location  as  the  former 
Regional  Office » 

After  the  abolition  of  the  Interim  Regional  Offices,  the  Administra 
tive  Officer  for  the  Field  Cartographic  Units  at  Spartanburg,  S®  C® 
Milwaulcee,  V/isconsin,  and  Fort  Worth,  Texas,  will  be  responsible 
for  preparing  the  Annual  Statistical  Summary  of  Records  Holdings 
for  the  above  Units  beginning  July  1,  19514.® 

Likewise,  the  Administrative  Officer  for  each  State  Office  in 
Lincoln,  Nebraska,  Albuquerque,  New  Mexico,  and  Portland,  Oregon, 
will  be  responsible  for  preparing  the  Annual  Statistical  Summary 
of  Records  Holdings  for  the  above  listed  Units  in  Paragraph  1, 
beginning  July  1,  195U® 

One  (1)  copy  of  SF-136  should  be  furnished  in  sufficient  time 
to  reach  the  Washington  Office  not  later  than  August  1 each  year® 
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'(a)  Preparation  of  Standard  Form  136 

The  following  comments  are  made  on  Items  3 to  7^  inclusive^ 
which  may  serve  as  a Guide  in  preparation  of  report© 


ITEM  3 

“ Volume  of  records  on  hand  at  the  beginning 
of  the  fiscal  year  July  1^  19$3o 

In  Column  (b)  show  number  cubic  feet  of 
records  on  hand  or  charged  to  the  Regional 
Office  on  July  1^  1993 o This  could  include 
Nursery^  Land  Utilization^  and  possibly  some 
Research  records  not  yet  transferred© 

ITEM  U 

” Volume  of  records  disposed  of  during  the 
fiscal  year© 

In  Column  (B)^  show  number  of  cubic  feet  of 
Regional  Office  records  disposed  of  during 
period  July  1^  1953  to  June  30^,  195U  by 
application  of  disposal  schediiles© 

ITEM  9 

•=  Volume  of  records  transferred  to  Agency 
records  centers  during  the  fiscal  year© 
In  Column  (b)j,  show  none  the  same  as  in 
previous  years© 

ITEM  6 

“ Volume  of  records  transferred  to  other 
Agencies  during  the  fiscal  year,  July  1, 

1953  to  June  30,  195U<> 

In  Column  (B),  show  number  cubic  feet  of 
records  transferred  to  Federal  Records 
Center,  Forest  Service,  Nursery  Program,  and 
Research  to  BPI,  if  any,  and  any  others  not 
mentioned  above© 

ITEM  7 

“ Volume  of  records  on  hand  at  end  of  fiscal 
year  June  30,  195Uo 

The  figure  shown  in  Column  (B)  will  represent 
the  records  actually  on  hand  and  charged  to 
the  Interim  Regional  Office,  and  will  be  the 
figure  that  should  be  used  by  the  Administra” 
tive  Officers  for  Item  3 on  July  1,  195Us 
See  Paragraph  8U5  (3)  for  further  explanation© 

ITEM  8 » 9 = 10 

These  three  items  will  be  taken  care  of  at  the 
Washington  level .:> 
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(b)  Transfer  of  Records  Within  Service 

It  will  be  noted  that  the  volume  of  records  transferred  by 
the  Interim  Regional  Offices  to  the  States^  Territories^ 
and  Washington  Offices  will  be  included  in  the  inventories 
submitted  by  the  States,  Territories,  and  Washington  Office* 

(c)  Signature  ° Number  of  Copies  Required 


In  view  of  the  fact  that  the  time  is  drawing  near  for  the 
liquidation  of  the  former  Regional  Offices,  a verbal  teii5)orary 
waiver  of  the  June  30  beginning  date  for  Regional  Office 
inventories  was  secured  from  the  Departmento  You  may  proceed 
at  once  with  the  inventory*  This  ^ plies  only  to  the  Regional 
Office  Inventories* 

The  original  of  Form  AD-136  or  GSA“467  should  be  furnished 
the  Washington  Administrative  Services  Division  as  soon  as 
completed  and  signed  by  the  Official  in  Charge  of  the  Interim 
Regional  Office  or  one  designated  by  him*  One  copy  of  the 
form  should  be  furnished  each  Administrative  Officer  of  the 
Cartographic  Units  and  one  (l)  copy  to  each  of  the  Administra- 
tive Officers  for  the  State  Offices,  located  in  the  same  town 
as  the  former  Regional  Office* 
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8^0  PUBLICATION  OF  INFORMATION  IN  THE  FEDERAL  REGISTER 

(1)  The  following  procedure  was  authorized  hj  the  Chief  of  the  Service 
an  September  2I4.5  19i;7i 

’♦The  issue  of  the  Federal  Register  published  September  11  ^ 
I9U6,  contained  information  regarding  the  organization  and 
operation  of  the  Service  required  by  the  Administrative 
Procedure  Act  (Public  Law  UOI4.  » 79th  Congress^  approved 
June  II5  1914-6)  e Undoubtedly^  additional  information  will 
need  to  be  pulDlished  from  time  to  time  to  comply  with  pro- 
visions of  the  Ac to  The  purpose  of  this  memorandum  is  to 
give  you  such  information  as  we  have  regarding  Soil  Conser- 
vation Service  responsibilities  under  the  Act  and  to  assign 
definite  responsibilities  to  assure  compliance  by 
Service  9 

'♦Section  3 of  the  Administrative  Procedure  Act  (Public  Law 
iiOij.  - 79th  Congress^  approved  June  llj,  19ii.6)  requires  that 
certain  classes  of  information  be  made  nublic  through  the 
medium  of  the  Federal  Register®  The  classes  of  inl’ormation 
excluded  from  publication  are  those  relating  to  (a)  any 
function  of  the  United  States  requiring  secrecy  in  the  public 
interest  and  (b)  any  matter  relating  solely  to  the  internal 
management  of  any  Agency®  The  classes  included  areg 

”*(a)  Rules®-  - Every  Agency  shall  separately  state  and 
currently  publish  in  the  Federal  Register  (1)  descriptions 
of  its  central  and  field  organization  including  delegations 
by  the  Agency  of  final  authority  and  the  established  places 
at  which^  and  methods  whereby ^ the  public  may  secure  infor- 
mation or  make  submittals  or  requestsj  (2)  statements  of 
the  general  course  and  method  by  which  its  functions  are 
channeled  and  determine d^  including  the  nature  and  require- 
ments of  all  formal  or  informal  procedures  available  as 
well  as  forms  and  instructions  as  to  the  scope  aid  contents 
of  all  paper S5  reports^  or  examinationi  and  (3)  substantive 
rules  adopted  as  authorized  by  law  and  statements  of  general 
policy  or  interpretations  formulated  and  adopted  by  the 
Agency  for  the  guidance  of  the  public^  but  not  lules  addressed 
to  and  served  upon  named  persons  in  accordance  with  law®  No 
person  shall  in  any  manner  be  required  to  resort  to  organiza- 
tion or  procedure  not  so  published®’’ 

”'(b)  Opinions  and  Orders  - - Every  Agency  shall  publish  or^ 
in  accordance  with  published  rule^  make  available  to  public 
inspection  all  final  opinions  or  orders  in  the  adjudication 
of  cases  (except  those  required  for  good  cause  to  be  held 
confidential  and  not  cited  as  precedents)  and  all  rules®* 
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^’Section  k of  the  Act  requires  that,  with  certain  exceptions, 
general  notice  of  proposed  rule  making  be  published  in  the 
Federal  Register,  and  establishes  procedures  in  connection 
therewith..  In  our  opinion,  the  Soil  Conservation  Service  has 
few,  if  any,  responsibilities  under  Section  U* 

”0ur  first  studies  of  the  Act,  in  cooperation  with  representa- 
tives of  the  Solicitor's  Office  led  us  to  believe  that  we  would 
be  required  to  publish  considerable  material  o However,  since 
we  have  con^lied  with  Section  3 of  the  Act,  it  is  our  present 
impression  that  relatively  little  information  will  be  necessary 
for  publication  in  the  future®  Representatives  of  the  Solicitor's 
Office  agree  that  the  provisions  in  the  September  11,  19U6,  pub- 
lication for  informational  contacts  with  field  offices  will  re- 
duce the  amount  of  publication  which  would  otherwise  be  necessary® 
Prior  to  the  passage  of  the  Act,  we  published  certain  data  in 
the  Federal  Register,  such  as  Regulations  under  Title  III  of  the 
Bankhead  Jones  Farm  Tenant  Act,  regarding  the  use  of  Service- 
owned  land®  An  example  of  such  a Regulation  would  be  the  notice 
of  temporary  closure  of  land  from  livestock  grazing  and  the 
authorization  for  the  disposal  of  trespassing  animals  on  such 
lands  (FR;  Vol®  11,  No®  85;  p»  i;721.  May  1,  19U6)*  Regulatory 
material  of  this  sort,  as  it  affects  the  public,  is  required  for 
publication  under  the  terms  of  the  Act* 

"As  you  know,  the  provisions  of  the  Act  are  extremely  complicated 
and  there  is  still  considerable  uncertainty  in  the  minds  of  legal 
officers  as  to  the  proper  interpretation  of  some  of  the  provisions 
of  the  Act®  Therefore,  it  is  inpossible  to  suggest  many  definite 
guides  to  assist  in  determining  what  material  should  be  published® 
Any  change  in  service  work  not  in  accord  Yfith  information  pub- 
lished September  19U6  would  certainly  require  publication  of  re- 
vised  information®  Also,  information  regarding  any  proposed  ac- 
tion of  the  Service  affecting  the  public,  not  covered  by  instruc- 
tions previously  published,  would  need  to  be  issued  in  the 
Federal  Register®  Particular  attention  is  called  to  the  fact 
that  the  public  is  not  required  to  follow  any  procedure  which  has 
not  been  previously  published  in  the  Federal  Register®  This 
requirement  should  be  the  most  reliable  guide  in  deciding  what 
information  should  be  published® 

"All  States  will  be  responsible  for  requesting  the  publication 
of  any  material  which,  in  your  opinion,  is  required  to  be  published 
pursuant  to  law®  Since  we  lack  definite  guides,  it  is  quite  likely 
that  some  doubtful  cases  will  arise and  for  the  time  being  these 
will  need  to  be  discussed  individually  with  representatives  of  the 
Solicitor's  Office®  In  order  to  provide  for  orderly  procedure 
incident  to  publication,  I have  designated  the  Director  of  the 
Administrative  Services  Division  in  Washington  to  be  responsible 
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for  securing  legal  advice  from  the  Solicitor  regarding 
publication  and  for  arranging  in  proper  form  and  obtain^ 
ing  the  publication  of  such  information  as  is  necessarjo 
All  requests  for  publications  and  all  inqiiiries  regard= 
ing  doubtful  cases  should  be  directed  to  the  above-mentioned 
Division^” 

(2)  In  Washington^  requests  regarding  information  considered  neces= 
sary  for  publication  in  the  Federal  Register  will  be  referred 
to  the  Chiefs  Records  Management  & Communications  Branchs 

(3)  A copy  of  Public  UOUj  79th  Congress,  should  be  on  fdl3  in  each 
State  Office*  Attention  is  invited  to  its  detailed  require- 
ments a 

860  MIMEOGRAPHING 

The  Mimeograph  Unit  is  responsible  for  the  duplication  of  all  adminis- 
trative and  technical  memoranda  and  handbooks,  bulletins,  press  and 
news  releases,  training  material,  certain  forms,  and  other  material 
of  a similar  nature* 

861  REQUISITION  FOR  MIMEOGRAPH  WORK 

Requisitions  for  mimeographing  are  submitted  on  Form  SCS=23  (or 
similar  form)  which  details  the  information  necessary  for  the  opera- 
tor  to  complete  the  job*  Prepared  stencils  may  or  may  not  be 
attached,  depending  upon  State  policy* 

862  PREPARATION  AND  FILING  OF  STENCILS 

(1)  High  quality  mimeograph  work  is  dependent  upon  the  use  of 
properly  cut  stencils*  Some  of  the  things  to  observe  are? 
correct  margins,  smooth  and  even  touch  on  the  part  of  the 
typist,  frequent  cleaning  of  the  typewriter,  and  the  minimum 
use  of  underscoring* 

(2)  The  use  of  a stencil  over  an  extended  period  of  time  is 
conditioned  by  the  care  with  which  it  is  file  do  For  maximum 
service,  a stencil  should  be  well  cleaned  immediately  after 
use* 

(3)  Stencils  prepared  for  one-time  use  should  not  be  considered 
for  permanent  filing*  The  requisition  should  bear  informa- 
tion relative  to  the  estimated  time  it  will  be  necessary 

to  retain  the  stencil » This  will  permit  the  use  of  a tickler 
file  and  regular  follow-up  in  order  to  dispose  of  this  type 
of  stencil® 
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(1)  Bureau 

On  January  19h^s>  ^ procedure  was  established  providing  that 
certain  duplicated  material  should  be  forwarded  periodically  to 
Washington  for  informational  purposes o For  the  purpose  of  uni“ 
formity^  material  prepared  during  any  one  month  should  be  sent 
within  ten  days  after  the  end  of  the  months  The  type  of  material 
to  be  sent  is  described  belowg 

(a)  Two  (2)  copies  of  all  State  numbered  memoranda©  These 
should  be  sent  (by  routing  slip)  to  the  Records  Manage^ 
ment  & Communications  Branch© 

(b)  Material  which  has  been  specifically  requested^  as  press 
releases,  bulletins,  etc©,  and  material  originating  in 
the  State  which  the  State  Conservationist  or  other  staff 
member  feels  will  be  of  interest  to  the  subject  matter 
division  in  Washington©  Examples  of  this  latter  material 
will  be  handbooks,  special  reports,  etc©  Only  one  (1) 
copy  of  this  typ®  material  should  be  sentj  it  should  be 
referred  (by  routing  slip)  directly  to  the  individual  or 
division  concerned® 

Standing  orders,  by  types  (outside  those  already  mentioned), 
should  not  be  issued  to  the  Mimeograph  Unit©  Each  item  should 
be  considered  on  its  own  merit® 

(2)  Departmental 

3 AR  123,  b & c,  provide  that  each  month  three  (3)  copies  of  all 
mimeographed,  multilithed,  or  dittoed  publications,  information 
materials,  press  and  radio  releases,  administrative  memoranda, 
regulatory  amouncements,  etc©,  be  sent  to  the  Publications  Ware= 
house.  Office  of  Information,  South  Building,  U®SoD©A©  Two  (2) 
copies  of  each  document  are  supplied  the  Library©  Normally,  the 
Library  will  catalog  all  except  obvious  administrative  materials 
(such  as  Budgetary  Directives)  in  the  Bibliography  of  Agriculture© 
This  procedure  permits  public  access  to  such  documents  and,  in 
many  cases,  generates  requests  for  copies  of  them®  In  order  that 
in-Service  material  may  not  be  cataloged  in  the  Bibliography  of 
Agriculture,  the  following  procedure  has  been  devised©  It  meets 
with  the  approval  of  the  Department  Library© 
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Material  not  desired  to  be  published  in  the  Bibliography  of 
Agriculture  should  be  marked  or  stanped  “Restricted  for 
administrative  use  only*”  Authority  may  be  found  in  1 AR  ^8I}.o 
This  notice  need  be  placed  on  only  those  copies  iwhich  are 
sent  to  Washington® 

Determination  as  to  the  material  which  will  be  marked  as 
mentioned  above  should  be  made  in  the  State  Office  * Generally^ 
the  following  types  of  memoranda  and  releases  are  not  con= 
sidered  suitable  for  public  distribution® 


(a) 

Personnel  policy,  hiring,  examining,  qualifications, 
work  hours,  etc® 

(b) 

Fiscal  - as  Budget,  accounting,  audit,  travel,  payments, 
etc® 

(0) 

Contracts,  property,  and  the  like® 

(d) 

Instructions,  issued  pursuant  to  Executive  Orders,  laws, 
and  Departmental  Directives  and  Orders® 

(e) 

Mailing  distribution  lists,  etc® 

(f) 

Reporting,  such  as  progress  and  accomplishment  reports, 
and  statistical  informa tion® 

(g) 

Internal  management^  such  as,  how  to  work  up  a farm  plan, 
procediire  to  apply,  soils  characteristics,  engineering 
principles,  biological,  agronomic,  engineering,  and  other 
technical  guides  prepared  for  the  exclusive  use  of  Soil 
Conservation  Service  technical  personnel® 

(h) 

Guides  and  instructions,  directives  and  the  like,  prepared 
for  the  guidance  of  Soil  Conservation  Service  personnel 
in  developing  public  relations*  This  will  not  include 
material  prepared  for  public  information  and  education® 

(i) 

Detailed  administrative  or  technical  instruction  on  how 
to  do  a job,  when  to  do  it,  where  to  do  it,  and  the  like, 
which  are  prepared  for  the  use  of  Soil  Conservation  Service 
personnel® 

(j) 

Safety  =>  instructions,  aids,  safety  tips,  accident  reports, 
etc®,  issued  for  the  use  of  Soil  Conservation  personnel® 

(Ic) 

Equipment  - management  and  inspection  of  equipment® 
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EXHIBIT  No.  8 
831.17  (2)  (a) 


FORM  AD-rt^j.  u-S.  DEPARTMENT  OF  AGRICULTURE 

JAN  54 

To  be  submitted  quarterly  in  accordance 
with  applicable  departmental  and  agency 
instructions . 

QUARTERLY  STATEMENT  OF  PENALTY  INDICIA  MATTER 
ACQUIRED  LOCALLY,  AND  CERTIFICATE  OF  COMPLIANCE 

FOR  QUARTER  ENDING 

TO:  (Agency- -or  organizational  unit  thereof) 

FROM:  ('Agency- -or  organizational  unit  thereof) 

PART  I:  STATEMENT  OF  MATTER  BEARING  PENALTY  INDICIA  PREPARED  OR  PROCURED  LOCALLY 


During  the  period  covered  by  this  report,  there  was  prepared  or  procured  otherwise  than  under  contract  made  by 
the  Postmaster  General  or  from  or  through  the  Government  Printing  Office,  matter  bearing  penalty  indicia  in 
the  form  and  quantity  stated  below,  including  acquisitions  from  other  agencies  by  transfer. 


MATTER  BEARING  INDICIA 

NO.  PIECES 

1.  ENVELOPES-. SMALL  (Not  over  4-1/2"  x 10-3/8") 

2.  ENVELOPES --LARGE  (Over  4-1/2"  x 10-3/8") 

3.  LABELS 

4.  WRAPPERS 

5.  CARDS- -SMALL  (Not  over  3-9/16"  x 5-9/16") 

6.  CARDS- -LARGE  (Over  3-9/16"  x 5-9/16") 

7.  TAGS 

8.  OTHER  ARTICLES 

TOTAL 

PART  II:  CERTIFICATE  OF  COMPLIANCE  WITH  THE  PROVISIONS  OF  SECTION  306,  TITLE  III 

OF  THE  PENALTY  MAIL  ACT,  PUBLIC  LAW  785,  AS  AMENDED 


Pursuant  to  the  provision  of  section  306,  Title  III  of  the  Act  of  June  25,  1948  (Public  Law  785  - 80th 
Congress),  that 

"The  head  of  each  independent  establishment  and  executive  department  (other  than  the  Post  Office 
Department)  shall  certify  to  the  Postmaster  General  at  the  end  of  each  quarter  that  nothing  was 
transmitted  through  the  mail  free  of  postage  by  the  independent  establishment  or  department  in 
violation  of  the  provisions  of  this  section," 

I hereby  certify  that  during  the  quarter  covered  by  this  report,  no  booir,  report,  periodical,  bulletin, 
phamphlet,  list,  or  other  article  or  document  was  transmitted  through  the  mail  free  of  postage  in  violation 
of  section  306  of  the  Penalty  Mail  Act  of  194B,  approved  June  25,  1948,  by  the  agency  or  organisational  unit 
thereof  shown  above. 


DATE 


NAME  & TITLE  OF  CERTIFYING  OFFICIAL 


SIGNATURE  OF  CERTIFYING  OFFICI 
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EXHIBIT  No.  10 

831.8  (1) 
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DATE 

SOIL  CONSERVATION  SERVICE 
Records  Management  and  Communications  Branch 

CHECK  AND  MONEY  ORDER  RECORD 

\ 

$ 1.00 
cash 

$ 11.11 
money  order 
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SERIAL 
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John  Doe 
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CHECK  TO 

J.  Jacobson 
Round  Hill,Va, 

Joe  Blow 
CrackersNeck, 


Jack  Jackson 
Boise,  Ida. 

vn 

o 

§ 

Cxi 

X 

Hamilton  Bank 
Hamilton,  Va. 

Cracker sneck  Nat’l 
Bank,  Cracker sneck, Va 

First  Nat*l  Bank 
Boise,  Ida. 
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DRAW  UPON 

Ltr.  l-?^-52 

3 

. 

ro 

1 1 
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1 1 
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ro  ro 
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IRANSMITTAL 
OR  LETTER  DAT 

Jack  Black 

Jack  Black 

Jack  Black 

3 ROUTED  TO 

/s/j.Blac 

/s/  J.Bla 
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EXHIBIT  No.  11 

845  (1) 


^ ANNUAL  STATISTICAL  SUMMARY 

GENERAL  SERVICES  ADMINISTRATION  ()p  RECORDS  HOLDINGS 

REGULATION  NO.  3-1-102  wbi/inuv 

1.  FISCAL  YEAR  ENDING 

This  form  (original  only)  ia  to  be  aubmitted  by  each 
after  the  cloae  of  each  fiacal  year  to  the  National 
General  Services  Adninistratlon,  Waahlngton  25.  D.  C. 

Federal  agency 
Archives  and  Re< 
See  instructi< 

rithin  60  days 
;ords  Service, 
>ns  below. 

2.  department  or  agency 

DEPARTMENTAL 

( A) 

FIELD 
( B ) 

AGENCY 

RECORDS  CENTER 
( C 1 

TOTALS 
( 0 1 

3.  Volume  of  records  on  hand  at  the  beginning  of  the 
fiacal  year  (cubic  feet) 

4.  Volume  of  records  disposed  of  during  the  fiacal 
year  (cubic  feet)  (Do  not  include  recorde  cleared 
for  diapomml  in  Federal  Recorde  Contera) 

5.  Volume  of  records  transferred  to  agency  records 
centers  during  the  fiscal  year  (cubic  feet) 

6.  Volume  of  records  transferred  to  other  agencies 
during  the  fiscal  year  (cubic  feet)  (Including 

Jtederal  Recorde  Centera  or  the  National  Archives) 

7.  Volume  of  records  on  hand  at  end  of  fiscal  year 
(cubic  feet) 

8.  Percentage  of  the  records  shown  in  7 above  which 
are  scheduled  for  disposal  (including  general  ached- 
ulea  formally  adopted  by  the  agency) 

9.  Percentage  of  the  records  shown  in  7 above  which 
are  considered  as  permanent  records. 

10.  Percentage  of  the  records  shown  in  7 above  which 
are  not  yet  scheduled  for  disposal  (item  8)  nor 
considered  as  permanent  records  (item  9) 

11.  DATE 

13.  signature 

12.  title  of  person  signing  report 

INSTFUCnONS 

Records  of  an  agency  transferred  to  the  General  Services  Adninist ration  in  years  prior  to  the  fiscal 
year  covered  by  the  report  will  not  be  reported.  Non-record  material  will  be  included  in  volume  and  per- 
centage totals  if  agency  practice  calls  for  statistics  on  this  class  of  material. 

The  term  "Departmental*  (column  A)  means  the  headquartersof  the  agency,  as  contrasted  to  the  agency's 
field  activities,  if  any,  but  excluding  records  centers  as  defined  below. 


The  term  "Field*  (column  B)  means  the  agency’s  offices  other  than  those  included  in  the  departmental 
headquarters  and  other  than  records  centers  as  defined  below. 


■Agency  Records  Center"  (column  C)  is  described  in  GSA  Regulation  3-IV-401.01  and  3-IV-401.03a. 

NOTE;  For  purposes  of  this  report,  cubic  feet  may  be  calculated  according  to  the  following  tri>le  of 
equivalents: 


Letter  sized  filing  cabinets  (full  but  workable)  - W cu.  ft.  per  drawer 
Legal  sized  filing  cabinets  (full  but  workable)  - 2 cu.  ft.  per  drawer 
Tabulating  cards  - 10,000  per  cu.  ft. 

3x5  Filing  case  (full  but  workable)  - I/IO  cu.  ft.  per  12  inch  drawer 

4x6  Filing  case  (full  but  workable)  - cu.  ft.  per  12  inch  drawer 

5x8  Filing  case  (full  but  workable)-  W cu.  ft.  per  12  inch  drawer 

Map  cases  and  other  outsized  equipment  - cubic  measurement  of  inside  of  containers 

Adjustments  for  partially  filled  cabinets  should  be  made. 


iliere  exact  figures  can  not  be  given,  an  estimate  that  is  as  nearly  accurate  as  possible  may  be  sub- 
stituted. ?fiere  this  is  done  the  figure  should  be  preceded  by  "Est.  * It  is  expected  that  items  8,  9,  and 
10  will  be  estimates.  
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